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' FOREWORD

Ychool Volunteers have hecome an important part of many

programs, In some federally sponsored proprams they arce an
absolute necessity - volunteer time being counted as cash rin-kind
. . " . . . -
contribution), Veluntvers are making major contributions when
the school district has biven able to systematize the components

of the volunteer program,

The purpose of chis Bulletin is to present a casce study of
?

how a district (Dade County, Florida) has developed an effective
¢ N
volunteer program, To sucruud, it was nccessary to plan and
. 1
develop the 'components cnnL"evrncd with recruitment, training, and

evaluation,

.

Audrey Jackson and her team have written a Bulletin that

N
has all the basic components té help a . district implement an effective

volunteer prognam, She and her staff are to be congratulated for

developing an excellent program and presenting it in print,

January, 1974 W, F. Breivogel, Ed. D,
' Executive Secretary
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FERDC JOURNAL ARTICLE
INTRODUCT ION

' A comunity in which a school vol unteelj program is 'ac%ive. and effecﬁv:a
can fmmeasurably 1ncreas_e'£he rescurces of the school program. A new
" sechool volunteer omgran; can be viewed as a Blank. check in the bank.of
the school system. It is up to the administra.tior_n to decide how large
or small the amount of services and support will be. The extent of swpdrt
fs only limited by the 1m$ginat1on and commitment of the volunteers who
work with the students. This brief description of {deas currently being
used to pian, fmplement and evaluate volunteer programs in some Florida
schools should be viewed as a beginning point-from which any-schoo'l |
system, urban or rural, can proceed to b(ﬁld larger and stronger volunteer -
components .
Many journal articles, booklets. and intormational leaflets have
been printed on the recruitment and training of volunteers. This jourﬁ?’l .
will emphasize the planning function in the establishment of a volunteer
program and give examples of how training and evaluation components can‘ '
be included after recruitment has been completed with_three different
types of volunteers: the general community volunteers, the stu.denp'
volunteer and the business volunteer. The reader may wish to refer to
the suggested readings for further information in each of the areas

" being considered.
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_ PART ONE
INITIATING THE SCHOOL VOLUNTEER PROGRAM

DEVELOPING THE OVERALL PLAN
Probably no other function in the process of estab]isﬁing a sound
and effective vo]unteer program is as important as thit of planning the
overall program. It is from this base that the ultimate pgégram will
grow. The size of the program only amplifies thg:origiﬁal quality of
planning. For this reason {t is important thaf'the person assuming
resppnsibility"for the opera”ion of the program be also in charge of
planning the program. It is difficult at best for a program to be
planned and” then assidned t> a coordinator, FA more sound oractice is for
the school system to allocate the budget amount for the pro§ram, appoint
a coordinator and assign the responsibility for planning and imnlenentiné
‘the program as a function of this person's job. Under this practice,
+ - the coordinator will be familiar with the steps used in 51ann1ng. the
persons who were involved and the concepts which must be put into-practice.
Most good management models include basically the same steps which
apply equally well in the management of school volunteer programi; For
‘the purpases of the first part of this bulletin we will deal thhjseven
basic staps prior to the operation portion of the program. These‘are:
(1) determination of needs, (2) preparation of objectives (3$ planning
~and sequencing of actiyities, (4) identification of resources, (5) allo-
cating of resources,, (6)~exam1nat$on of the plan being used, and (7) the

©pilot” study. » ’

e T T
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A“’ : .
Determination of Needs

In many cases the needs wnich are cited as'being present in educa-
tional programs are felt needs as opposed to determined needs. In effect,
the needs somtimes turﬁ out to be desires rather than actual needs for
program operation once. the priori ties are established. How maiy times
have we said, "It would be nice 1f . . " A1l too often that statement
is the premise on which we build programs, especially in the case of
orograms using highly imaginative and creative approaches such as
school volunteer programs. A rule of caution to planners of school
volunteer programs ‘is, "do not fall victim to the felt need; stick to
those needs substantiated with data." '

There are many routes--avail-abh to the planner to determine whether
or not the needs are present and in what degree. A commonly used vehicle
for determining the need for volunteers is the survey. A survey whi-:ﬁ

might be used to assess thé curvent status of the volunteer's effort

in a given area would contain most of the‘fd'l'lowing type of {nformation:

SCHOOL VOLUNTEER PROGRAM -
SURVEY SHEET I

1. Are you presendly using volunteers in your school?

.- 2. If you are using_vo'lunteers. please check the source of these volunteers
- ‘ ' Students: OQlder Studen%s in the School
- ~ High School Students

Junior College Students
Other Students
Senior Citizens
Parents
Interested Members of the Community
Civic Groups
Bus'ness/Corporate Representatives
Other -

——ENC B ——
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3. Dc you provide any type of Scheduled inservice for the volunteers \
working in your school?

YES_ NO

“ 4. If inservice {s provided, what {s the nature'of the training?

6. How many volunteers are presently working in your school during one
given week? h

There are numerous ways in which one can generally become familiar.
with the eduﬁational needs fd;/an area or state. Three suggested
{ approaches might be to: '(I) brainstorm real and persistent - educational
needs with appropriate consultants, (2) survey literature with reference
to persistent educational needs, and (3) prépare written survey of
educational needs which have beenﬁ%ited in the area where the school
volunteer program will be functioniﬁg, Based upon needs wiich have been
substantiated with data for the area which the prograﬁ will serve, the

coordinator should‘plan to determine the extent to which the schools

will need volunteers to reduce a g1veﬁ number of the educational needs.

.
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A quick and simple point of reference in many systems
is the standardized testing program. A brief survey of
standardizedvtest results will often indicate whe;é there
are ndeds for vol%nteer assisvance. If reading and/or
mathemétics mean scores achieved by students consistently

& : .
fall below the norm, then there is a substantiated need for
readiné and mathematics tutors. In tﬁis situation, data
were nvuilubie to support surveys conducted by the co-

o ordinatar wﬁibh indicated that one of the local priorities
was to develop more individualized programs, using tutors,
5n,ruadiﬁg and mathematics.

To recap briéfly, one should: (1) generally assess
the local situation to determine Qhere the needs for volun~
teers may be, (2) seek out data to either substantiate or
vancel cach of the "felt" needs, and (3) assign priorities
to the ncéds'cgr volunteers.

Once the determination of needs has been accomplished

it is sound practice to determine the status of volunteer

work as it is currently operating to meet educational needs.

Q 6
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Using the data from Survey ¥1, the coordinator might then fellow up -
by sending a second survey to those schools whera volunteer orograms are

oDerationa1 to determine the extent to which the school feels volunteers

-

should be placed in various categaries.. The second survey might also
be sent to all schooils 1dent1f1ed to participate in the pilot feasibility
study for the tocal area. A detailed deseription of the purpose and

function of this study follows in the second portion of this bulletin.

SCHOOL VOLUNTEER PROGRAM
SURVEY SHEET II

Based upon data gathered from many sources in, the

, 8chool system, it has been determined that the ‘a"l Zowmg
c&tegames of volunteers might be effectively used in

«  the local educational program to extend and enrich the
curriculun. Please refer to the volunteer job descriptions
and indicate the approximate mumber of volwrieers in the
appropriate space which will be needed for your gcheol
during the next school yecr. It is necessary that you
tndtcate the number of voluntears alreacéy working in each
of the categoriers if your school has an” cperational
school volunteér progran.

VOLUNTEER JOB TOTAL NUMBER: NEEDED NUMBER NOW WORKING

1) Arts and Crafts Assistant
2) Audio ¥isual Assistant
3) Classroom Assistant
4) CHinfc Assistant
Clerical Assistant:
.General Office ;
Business Ed. Dept
Classroom
Guidance Office
6;-Language Arts Tutor
7) Library Assistant
8) Mathematics Tutor
Qg Physical Ed. Assistant ™

/

TP

10} Speciai Ed. Assistant
11) Storyteller/Book Reviewer
12) Supervision Assistant:
Cafeteria
Halls .
: Parking Lot ] e
oo - phyei¢al Education Area S
- 13) Spanish Translator

~,

|
I
I

|
]

Y
/
/

ERIC -

Aruitoxt provided by Eic:

-1



As a result of using these procedures, the progrim will:s (1) know
exactly how many volunteers are needéd in each category, (2) have a
definite 115t of schoois with each schoﬁl's respective needs for vo]un:
teers, (3) have available a job description for any prospective wnlunteer
to see, () know what kinds of volunteers are needed most. In the case |
of the program which is be'lné used a\?s\‘a refe?’elnce point fol;' th'l; ‘

. bulletin, the Dade 'County Public Schools' Volunteer P;ogram, the top

priorfti'es were in the areas of reading, mathematics and early chﬂdhodd

volunteers.

Preparation of Proqram Objectives

The establishment of needs”simplifies the pr'epar_ation of objec'tives. .
The task becomes clear what must be accomplished. " However, it is the
function of\the program coordinator .to determine how the t'asks will be
accomolished and what level of performance v:ﬂl be accepted as criterta

for success.

Considering each category of needs developed in the first portion

‘of the planning, write all possible objectives in behavioral terms which

will give positive evidence of meeting the needs. This 15 to include
both product and process objectives. For the tasks of actually writing
the objectives, it might be helpful for the coordinator to develop
format which 1end_§ itself to.easy reading and which clearly denotes

which of the needé the objectTves were designed to reduce. One possible
/
format is shown in the following figure.

FRIC o
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IDENTIFIED NEED OBJECTIVE DESIGHED TO REQUCE HEED .
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Identi fi cation of Resources

@ ~ B . .
Based upon the outcome of the needs and objectives section of the
‘planning. a surve; of available resourﬁes will be neéessar}l This' survey ’
‘should be in terms of (1) “sources: project fundihg, 'Ioca'l fUnd1ng and "
outsiae funding (publicand ‘private) and {b) types oer~s0nne'| , mater1a'|s.
equipment and money. Personnel resources should be considered in two
major cateqories ( ») those who are able to assist in developing and™
“operating the program and (b) those who «will serve as .vol untee.r partici-
pants in the pr‘ogra‘m. ‘The number and t}pe of personnel will be dictated
By the objectives' deve_'loped in the objectivas.

“4 Materia'ls, equ1pment and monies, to operate the schoo'l volunteer

' pmqram shou1d be recru\{:ed in much the same manner s one recru1ts i

<
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. . volunteers. " A speciféc needs should be identified, the appropr1at;

source o9f the needea serv1ce or personnel 1dent1f1ed. and the presentatfon
requesting assistance made. Too, intensive follow up should take.plgce
regarding any donated service or material. This is especially true of .
businesses and corpéFat1on£ﬂwhich many times donate substant1a1’amounts
of services and materials. It is always good to keep companies pos‘ed
regarding the involvement of their emoloyees.. One way of doing this
is by ipcluding short articles {n the company newspaper on the efforts
of the volunteers who are working with the community. On the other hand

« the school#volunteer nrogram can submit articies on the volunteers to ‘

the local newspader and television stations for publication.

Sequeficing of Activities

*The design of the actjviiies to be conducted can be established
with reasonable amount of certainty once the needs have been established
and the resources identified to fulfill the,needsl The activities to
be conducted will depend direéily on the amount of resources which have
been identified. A program can hardly serve 300 ;olunteers 1f resources
have only been allncated to support 100. Therefore, it is 1ﬁperat1ve
that the coordinator 6f the program ascertain that sufficient rescurces
are available for di;tr1bution to the activities once they are planned. )
Too, the seduence of the activities should foliow the 1ine of program
development. Hhen’p]anning the activities for a program, al]\asoects -
of the program need to he congidered. However, one of the most important .
asopects of'lhemgéquencing of actjvit1e§ is the provision for apb}opriaye

and thorougn follow up to all activities. Progress reports, informal

conversations, tefephdne calls . . . whatever the mode, the follow up
o ' R : ‘
ERIC 4 w0 |
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I3 . .

should be done as quickly as possible and thoroughly. 1t is this type

of sequencing which increases the success.of a program.
o '

Allocation of Resources

During the time of sequencing the activities of a year of operating
the school vEJ_lunteer program, it is wise to keep in.mind the resources
which have peen identified and which can be used to carry out the
activities planned for'j the year. In this manner, the personnel and
key figurés in corporations which are providing the'necessarvl services
can be not.j\H‘ef! as to the approximate date on which the activities will
take blace' ‘In the most workable situations, activities are actually
planned on paper fn the form of & managerial chart such as a PLRT, and
from this the resources which have beén identified are allocated as

/
‘_‘L{zeeded,

Examining the Plan

The final step in .the planr'\ini] orocess is to thoroughly examine the
plan for implementing the school volunteer program. This work session
should definftely include all oolicy-making individuals who will be
dealing with the program as it operates on a day-to-day basis. If the
program is to be under the administration of the Superintendent in an
area of the s:chool district, he should be included in the work session -
along with the coordinator and buildinq principals where tf':e proaramn
will operate. For those people who cannotﬁttend this work session to
reviek the plans for the implementation of the progra;\, tonies of the
rough draft plan should be sent to them, alorIg with a cover letter of
explanation requesting their respoﬁses, suggestions for modification,

additions or deletions.

o 1
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The_Pilot Study

'One of the most ’1mnortant steps in the development of the school
volunteer program s the first run effort of the plan or the pilot study.
It is during tiiis ohase of.the implementation that the "bugs' can be
worked out and new alternatives develcped to handle the unique problems
of a qi\ven school area. Each school within itself is unique and has
individual needs. This is also true 6f an area within vhich-iany schools
.funt;tion. For this ‘reason, and many more, it is impcrtant to field test
the olanned school volunteer orogram to determine if the plans are truly
operational. Pmbably the moz‘/st ideal situa‘tion would allow for the
program to be developed by fi'e1d testing the plan in ﬂlreeﬂsdmo]s: an
elementary school, 'a junior high or middle school, and 2 senior high
school. In this way, the coordlinator of the program cou1d determine

. the strengths-and limitations of the program at three levels of oneratian,

POTHTS TO_PONDER

lever become involved tr, the extent that plianning, in detail,

is neglected.

* Base the volunteer program upon determined needs, not "felt"

needs, or desires, S

* _Run a "pilot" edition of the school volunteer program, for 2
limited per1od of time, to determ1ne whether or not the plans

are realistically operationﬂ

ERIC o
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: PART TWO
RECRUITHENT

\ ,Polish . . . promote . . . sgll-, . . those are the key words in
recruiting volunteers to work in the school volunteer oroqram. Awareness
is the key factor in conductina any successful recruitment program. .
Thousands upon thousands of pedole are voiuntee?inq in many different
agencies across the nation. However, the bulk of the volunteers who
are serious and who conscientiously perfarm thefr duties goes to thase
organizatiqns which are skilled in increasing public awareness of their

program and its contribution to the community.

.

Identification of Potential Volunteers

Distinct groups of individuals in the community should be identified
as potential volunteers, e.d., students, business and coroorate personnel,
general comunity residents {(senior citizens, parents, intcrested
individuais, etc.). From these distinct groups the specific type of
volunteer needed can be recruited with greater clarity of purpose. The
presentation made to each of the groups will vary according fo the grouo
being recruited. An example would:be éhe recrui tment of the senior
citi%ens in the general citizenry group. 0né very effective presen}attpn_
to the senior citizens would be the demonstraticn of the variety of ways
in which one could contrigute to the commug{ty while fulfilling one's-
own personal needs for a sense of belonging to an organization, helping
another pefgon and being wanted and foveéj Many journal articles on

loneliness and depression among the senior citizens have recently been

written. Invnlvemeﬁt with young people, especially elementary school

. .

ERIC N
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young people, 15vone very effective way in which loneliness and depression
can be combated gmonq the older qroup of residents in a geographical area.
' On the other hand, students are very 1nterested in knowing new and
different ways to advance th2ir own educatiqnal program with either high
school or college credit. Pointing out to fhe student that he cen be-
come a school volenteer and at the same time earn college ,and high schopl
credit is a recruftnent tool unique to th!é pepulation. For examples
of how the Dade County Ppric Schools 1ncerporated this feature into the
School Volunteer ?rogram‘ the -ader can;refer to the Appendix of this
bulletin. ‘
There nave been many articles wri;#en on the advantages of big

" husiness becomingginvo1ved‘1n the scho&] volunteer movement. Tﬁe latest
and best ones arelinc]uded in the annotated review of materials avaftlable
as resourfes to the coordinator of the school volunteer program. Regardless
of the groun whicﬁ is uitimately identified, the presentation foe
recruitrent shou1e reflect the fact that thorough planning has taken

% nlace regarding the benefits to be gained, by both parties, when that

‘- aroun becomes school vo]unteers
Polishing the Frogram

The gleem and sparkle of the program will be only as bright as the
presentations which describe the program.’ For this. reason 1} is necessary

to keep in mind the type of “individual who will be giving the presentation, -

s . + the quality of the material which he will be presenting, the vae1ety of
ways in which the materials are presented, and the length of the presenta-

t1on Fach time that the program is presented to a new audience, the

! presentation should assume a brighter lustre from having had the exposure
O . .
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and opoortunity to be "polished.”

Dealing with the first and most important factor. the individual who
is presenting the program and its description should be one who is
outsfanding in that he can distinctly cabsule the program.and‘yet main-
tain the enthusiasm that al;ays accompanies such a self-fulfilling and4
rewarding effort. The key to the success of the initial presentat{on Lf
the program will be the degree of enthusiasm which can be generated by

+ the staff of tHe program. [If the program is limited in it$ resources,
as most are in the beginning, it will be the responsibility of the
céordinator to develop a number of skills iﬁm;;giic.relations.
\ The materials which are used to disseminate the program information
“should be as professionally constructed as possible. If 1t is impossible
to secure such'materia1$ from the tocal school resources, the School
Volunteer Program should consider asking & local firm which has a graphics
and printing department to assist jn this venture and receive recognition
as a local. firm supporting pub]ié education. The program will be, in
some measure,”judged by the quality of the materials it produces. As
the adage goes, "fifst impressions count.” One very effective way to
perceive tﬁe matéria1§ repfesentjng the program is to view such software

) és one would‘§1ew his own personal clothing. Do thé materials present
the quality appearance that one would reguire of his own personal wardrobe?

o

The pitfall of monotony in the presentation is a cornstant factor

whi$h mu;t be dealt with in every instance. To avoid falling into this
trap, provide as much varfety in the presentation as possible. [t might
be: that the presentation would assume a configuration of a brief Qérbal

" introduction (5 -minutes) followed by 2 film {10 minutes)land concluded

with a handout or question and answer period. Three different types of

ERIC | 19
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media have been employed and the presentation has not been alléwed to
drag or to be monotonous by h?viﬁg one thing occur over and over again.
_Twenty miputes should be.the maximum presentation on any program

for én initial introduction. Programs which are longer should probably

be in the workshop nature and would then be structured to not only inform:

but to instruct 1Q particular techniques. 1% is impossible to sit for

longer thaq twenty minutes and have your audience recefve with the dégreé.
. of excitment desired an initial proéram description. As a general rule ‘

of thumb, always limit your programs to twenty minutes and less, if

nossible.

Promoting the Program ,

The promotion of a school'volunteerﬁorogram is really the “icing
on the cake.' It is the school systeﬁ's chance to tell its story in
the most positive manner. The promotion side of the program shows the
vo]Enteers at work with students, 1ncrea§1ng the quality of educational
proaram, adding resources which would otherwise be unavailable and
making better.use of the school tax dollar. It 1s the demonstration
of the many times talked about but seldom shown cooperation between big
business, education and the general public. A1} in all it shculd be
the most exciting oart of the program bec?use others are Eonstdnt1y learning
how to become §nvolved, what others ;huthe community are doing to help.
one anaother, and how wonderful it is tg\rnow that the schools belong to
everyone in the community. Yet, like al] other aspects of the school
volunteer orogram, promotion sﬁould be cafefully planned, tailored to
the type of community in which the program {s operating and as b}oad-
based in the community as possible.  No resources should be overlooked

ERIC - 1
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\
in oromoting the lchl school volunteer orogram,

There is no sinqgle booklet or quide to nublicitv which can tell
every program how to best promote local school volunteer programs, ihe
promotional campaign will be an individual matter according to where
the city or town is located in which the program is functioning. The
promotional effort should be as unique and exciting as the local,school
system can make it. Everyone likes to be associated with a winning team.
Thus, it is the resbons1b1]1ty of the promotional program to show how
the school volunteer program i; being succes#?ul in an area in order to
generate even more interest in the volunteer aspect of education,

In-every area, regardless of nopu]at{gn size, there are numerous
wayswin which one could promote a school volunteer program; telow are
listed a few suggestions from which a very broad-based program for

promotion should be built. It should be understood that these

’ suggestions were taken from a proaram functioning in a metropolitan

area, which necessarily increased the number and type of nromotion
opportunities.
* Storefront window displays in department stores

* Paid advertisements in local newspapers by interested
- businesses and industries

* Public service television and radio "commercials”

~ -

X

* Pubii; appearances on television "talk" shows

* Featufégstorief in utility newsletters such as the
Bel Tel !ews
* Marguee displays during specified weeks of the schoo) year

* Public service billboards featuring the School Volunteer
Program

* Advertisements in public event programs such as professional
football games, university football games, concerts, etc.

O

Iz\!(:« . 17

Aruntoxt provided by Eic



Human interest stories in local newspaper

Slidé/tape presentations on the local program available to
all local civic and social clubs for programming

News coverade of all Advisory Board meetings, recognition
banquets, etc.

Regular formal, written reports to the local School Board
to be included in the minutes.

Public service "commericals" in movie houses hetween features

Construction of display showing all facets of the local
school volunteer program for use in exhibit area of al
aporopriate conventions

Jevelnpment of a program brochure describing ﬁrogram which
would be available to all individuals requesting such
information -

Jn the following pages are examples of pramotianal pieces which

have been used in the Dade County Public Schools' School Volunteer

Program and witich have been effective tools for recruiting volunteers

and for nromoting the local volunteer program.

O
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GREATER MIAMI'S
YOUTH NEEDS
You

Eright colored bookmarks placed in

college and university libraries,

AVE A 5 .

00 L on TA e Sas public libraries and in the school
WILLING 1D SHARE 1T? OR . "

¥ HAV
CVE S TIME AND AN libraries serve not only to create
INTEREST IN YOUTH THESE ’
ARE VERY SPECIAL : an awareness of the school volunteer
IF SO. THEN YOU WIlLL BE
INTERESTED N THE SCHOOL N .
VOLUNTEER PROGRAM. & NEW program amonq distinct arouns of the
ASPECT OF THE DADE COUNTY
.PUBLIC SCHOOLS THE

SCHOOL SYSTEM. IN TURN. IS community outside the school, but
INTERESTED'IN YOU .
15 DIFFERENT VOLUNTEER also inform the school system per-

JOBS ARE AVAILABLE IN
SELECTED SCHOOLS IN AtL

AREAS OF MIAM! - sonnel about.the services beina
TRAINING {S PROVIOEQ (F YOU i
ARE INTERESTED IN rendered by the nrogram:

CONTRIBUTING A MINIMUM -
OF TWO HOURS PER WEEK ON fe
A REGULAR BASIS FOR AT

LEAST ONE SEMESTER

CALL OR WRITE
Schaal Vatuatear Pragram
Deds County Public Schoots
1410 N. E. Second Ave.
Mismi. Flonde 33132'

350-3732

.lelmg Servicas By

IPMA

O
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Enclosures in billing mail-outs by banks, credit services, departmert
stores and other agencies having monthly 'billings are indeed helpful to

promo te the school volunteer effort in a city.

=

. - A 1. you are interested in becoming o volunteer, complete
, 2 g this form and mail to:
- B g * The School Volunteer Program

1410 N. E. 2nd Ave.
Miam, Fla. 33132

Name

MiAMI'S SCHOOLS NEED YOU

- ) Address
. N S

100 oy huve 3 special skill of talent? Are you willing to
1o share s17 O¢ perhaps what you have 10 give is time and Telephone

an nteeestan youth These are very specal

150, then you wdi Be interested 10 the School Volunteer o
%
Frograrn, a new aspect of the Dade County Public
Scrosiy The school system, o turn, s interesterd o you. v

Fourtern cifferent volunteer jobs are abadable 10 se-

lected schools n central Miam, Miame Sorings, Coral B
Gatnes. Coconut Grove. Muami Beach, North Miami and -
Morland

;T-rammq 15 provictert o you are interested in contributing .
a Mmimum of two hours S0 4TIk on a regular basis tor
41 least one semester, o i ~

(See revarse side for further instructions.)

Q ' ‘
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Aruitoxt provided by Eric

i StiH. another way of promoting the school 'vollunteér arograni 15 to
E]_,earl‘y identify the volunteers as they work in the schools. In the .
.Dade County Public Schools each volunteer wears a volunteer button.

This is the official emhlem of the Sch“oo1 Volunteer Program in Dade =~ .
County as it 1s shown belgw. - This s the identi fication, worn at the
appropriate time, wilY rer’nove any doubt as to the authority ihe
volunteer has for moving:freeiy about the school plant, while at the %

same time, it is promoting the proaram.

" R SCHOOL .
§VOLUNTEER o
N> o

“POINTS TO POHDER
o PRSI

* Polish . . .°promote . . . and sell, in that order, your local
. S - ) )
. school volunteev‘/orograrﬁ. Do not superimpose another “model”
on the. local school system without taking infd account local

needs that may require adapting the model rather than adopting it.

- " * Structure all presentations toward a specilfic group and its

ability to contribute. , . T

b+ Use all available resources to promote the local school volunteer N
effort.

) ' ' B
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PART THREE
TRAINING THE YOLUNTEER TEAM -
Mark Twain has said that "Training is everything. The peach was
once a bitter almond, and cauliflower 15 nothing but cabbage with a
college education. " . This statement reflects the voiced and unvoiced
feelings of many people that training is a worthwhile and desirable

activity., Unfortunately beling worthwhile and desirable is not enough

~

in this day and age. There are too many other equally attractive
alternatives which vie for our attention and time. Training, in order
to rate high on a moderr-day priority list, must ke both relevant and .

14

practical. Those who become involved in the fraining activities of
. schooi volunteer -programs have a part1cu1ar1y' fzemplex and sensitive area
of responsibility beca;se they must be responsive to a wide range of
individual’ needs, abilfties and experiences. There are two basic ways
“in which this infinite number of variables can Ee made more manageable.
First, by emphasizing the planned, deve1omnta1.systemat1c.
training program for each component or source of volunteers. For example,
both senior citi zens and universjty students who want a field experiences
may volunteer to assist a regular classroom teacher. The orientation,-
pre-service training and in-service support activitfes needed by each
component or group would.probably differ greatly because each has
different needs, e‘xper‘i'ences;. abilities and outside nesponsibil'thies.
The secend abproéEh i ght','e‘rrnphéé{zei the blannéd: deveibph\enta.l,'
.systemafic trzining program for'each joﬁ' which volunteers wou/'l,d/b’e doing.
For example, all volunte\ers training to assist elgmntary/.,égunselqrs as

. 2
“Listeners" would need to develop specific kinds of .skills and attitudes
O : - P (
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regardless of preyiohs experience,
Probably the most effective and ?eSponffve training programs employ
a combination of these two approaches. It shou1d be—reiterated that both

approaches vperate from a‘planned, developnental. systemat1r basa,

Contemplating A Trainigg;Prqgram

This step 1s vital to the suécess of the tqsa1 training program, and,
yet, due tu iLime pressures it is often the step which is most hurried or
even overlooked.lxburing this perioé the ph11osoph¥ of the triin1ng should
be explored and estabiished. 'L;ying the foundation from which the program
can grow will provide'invaluable_direction for futurg dectgioq-making.
lypical -activities might include: 1nves§19at1ng oth;r"volunteer training
programs, sgeking advice from knowledgeable leaders, weighing advantages
and disadvantages, takjng stock df resources and setting long-range godls.
Al;o during this stage it would be advantageous to determine thé scope of
your tr$1h1ng program. In other words, who will be trained: volunteers?

. teachers? administrators? othgrs?,.ind generally speaking, to what extent:
or1entatioﬁ? pre-service? in-service?

' Although m&uy reference;bdoks now exist which provide pertinent'1nput
on these topics, human resources should not be overlooked. The individuals
‘tont}ibuting ideas and suggéstiqns at this stage may prove to be'future
trainers, workshop leaders, evaluators and sources of other contacts for

" Nater training sessions. Involve as diverse a group as possiblé at this

7 1eve1 and do keep adeqdate records so that follow- up may be accurate and

complete.

a
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Planning A Training Program

Orie of the first c0ns1id_erat1c>ns at this stage is 'deciding who will be
visponsible for planning the training. Depending uporf the punber of volun-
teers and 'the' scope of the program, this responsibility may fall to one or
many. Whatever the case, 1t would be wise to have repreéentatives from
each level wh;a would serve as an advisory committee. R

The next major consideration should be a needs assessment. This

* process may be as formal or informal as the situation mandates, but 1t
Should not be omittéd. The negds under consideration may fcéﬁ’s on each, .
level of involvement, i.e., needs of the area, school, teacher and/or
volunteer. Tied in with needs assessment is the {dentification of
existing ch;récteﬂst‘ics which may affect the training. For example, high
school students who have volunteered to help in a neighboring elementary
School may not need pre-service 'tra1n1ﬁg in the ru'lgi for umpiring a
baseball game‘. but they may need extensive exposure j"to school policies and
to the system for reporting accidents or emergencies. : .

Inherent in any training program are its object1ves‘. These can be
communicated precisely when stateld in tenns. of the behavior dl_esired.-

. bqiat will the participant (principa’l..vol unteer or teacher) be able to
do as a result of the training? Using that question as a test will
'en\coﬁrage your training act‘:i vities to be as practical as possible. Of
course, there are other questions which deserve con;1deration: What doqs

N ~--the-participant know as a result of training? khif do @;&6 or knw“

' _'_' as a result of this participant's training, and, finally, what ‘experiences

shiouid the participant have been exposed to .durfng traiﬁing?

s Another consideration during the planning of any training program is

<

O
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the subject of {ncentives. .If nothing eise, this topic often arduses deep
ph11'os~oph1ca'l disputes. At one -extreme are those, who sayr tha; participat_:intj
in the training is pne's professional/civic responsibility regardless of
incentives, At the g.ther extreme are those'who say that you only get what
you pay for, aﬁd that if it is worth doing, it is warth being_sy'pported b}
pay.’ The vast majority of administrators, teachers, and volunteeB have
f;e'lings which 1ie somewhere between the two polarities and provisions
should be made. to strike an acceptablé medi um. Traditionally, volunteer
training programs haverffered the following kinds of tncentive to
participants:
1. Released time from otr_ler-quties to. participate (For
cxample, busines_s Voluntéér§ have been released dur\‘.ng
- work hours and teachers have their c1assés covere:d.)
2. Public and professional -recognition thr(;ugh certificates
of achievement, etc.
Some of the more innovative incentives have been: y
1. College credit earned through training programs.:
2. Sila\rx increments for participants.
3. -Fred lunch and transportation for selected participants
_ as with members of Retired Senior Volunteer Pragram (RSVP).
_ Once again, ant pha‘ses o\\t\:h; volunteer training should reflect the philos-

. N
ophy, goals, needs and resources of the groups who are involved.

| o e
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Implementing A Training Program : \

It is essential that the training sessions be condJcted by individuals
who will «'reflect the philosophy, enthusiasm and spirit of the vo?unteer
movement. The trainers must be knowledgeable and skilled not only in the
specifics of the volunteer jobs, but also in the specifics of human relations.
When identifying prospectﬂg trainers, consider using those who have'a.'lready )
mas tered the task or situation. Experienced volunteers and teachers are a
r1ch source of practical 1nformat1on '

Many tra1n1ng sess1ons have been built around purely information-
giv1ng techniques. This kind of one-way communication is deadly when

‘zpplied to volunteer training. Volunteers and teachers who work with ,
volunteers are very special and unique. This common bdnd can serve as

the basis for an exc1t1ng~gmw1ng nelat1onshi'p, if it's seed is planted
proper'ly and if it 1s nurtur-ed with mutual respect. Often times the .
pre-service tra1n1ng or or1entat1on is the environment in which this

delicate seed is planted. If the session is rich in relationship building .
attitudes aﬁd activities, future tra1n‘1ng or growth sessions w‘1ll be a
natural part of the program. The reader may wish to refer to refer to
Appendix A for sample orientation workshoﬁ agendas and activities.

As with any program which involves large numbers of diverse {ndividuals,
alternative methods, strategies and resources can play a significant part
in 1nd1v1dual1z‘ing specific content area training. For many va]unféers
this may be the first real contact with formal education since their own - =
school years. Therefore, the training sessions should reflect the most

' up-to-date innovations in educational methodology and téchnoloéy, If
Tearning centers, teaching mag:Mnes, programmed instruction, f1(;ld experi-

Q@ s, and multi-media presentations aid learning, then they should be a

]:MC S 2%
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part of volunteer training programs.

The specific content presented through these activities can be determined’
by analyzing the job the volunteefs will be asked to perform, exploring 4
the axpectations of the program edministrators, anq'considering the needs
of the volunteers and teachers. Most training programs have severaf phases:
orientation, pre-service and in-service. Thé topics coeered in each of
these sessions would vary with the wishes of the program developed, but
in a1l cases should be practical and applicable to the specific school
situations. Other important elements of training are the materials and
activities designed to reinforce majbr‘concepts. Training haedbooks.
informational pamphlets, resource lists, buddy-systems, feedback sessions
all promote on-going trafning or learningjeven when formal sessions are
not being held. . -

3

. When and where trafniﬁg occurs need only e limited by the imagination
‘and ingenuiey'of the training program designeérs and 1mpiementor5; Provision
for deve‘opmenfa? experiences in a“variety of settings will encourage.a
broad base of practical knowledge. In the‘cese of county-wide trainﬂng
" programs, sessions should be planned to focus on the different levels .
of involvement. For ekamp1e,‘the first generalior{entatien session might
be held at the central administratio:, offices. There county officials
and reeources would be available. The next session might focu; on
particular job skills, an& the training could occur where special facilities
are available. -For example, volunteers who plan to work with handicapped
-.students might observe and participate in activities in a special education
center. Final pre service sess{ons could be held at the school to which
the vo1gﬁteer will-be ass1gned and would;xhen, involve those teachers and
adm1nistrators with whom the volunteers would be working. In-service input

EMC . we
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or feedbact sessions can be as diverse as-the topics covered. Stimulating
environments can do much to maintain a high interest level among the
volunteers and can even serve as a rich source of pmn{otional material

¢ within the general community. .

. Whatever the goals, materia'ls: resources, personnel and topics, each

training session or traivning material needs a buflt-in feedback system.
Tratning which {s truly practical 15 responsive to tr;e changing needs and
characteristics of the participants and prugrams in which they will work.
That sort of regular, systematic feedback happens when feedback is t;uﬂt
into a program. workshop sessions might use open-ended questionnatres,
!n;eraction out'linesj observation guides and/or resource checkHsts-.’
The reader may refer to Appendex A for sample. On-the-job training might
use progress,neporfs, annotated time logs, personal intarviews gnd/or
peer critiquing. Feedback from all levels may be encouraged by assigning

“ levels of responsibility and pmviﬁing a communication network. For N
example, a School Volunteer Chairman, who is a community member, might .
report on the training activities planned for thle volunteers 1n a particular
school as part of é regular monthly report. An example of this report
is shown in Appendix . The School Volunteer Resource Person, who is a
staff member, might puBlicize .the training activities planned for that
school's teachers and adm!nistrators &uring facul ty meetings ar via

designated bulletin boards.

\
Evaluating A Training Program

«

Just as feedback provides essential information to the daily operation
_of school level training programs, so does evaluation provide the necessary

information or the status of the training procedures and materials. There

O .
T . ‘ . o e
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are varying philosophies on who should conduct evaluations. Much can

be sald for using the {mpartial, external observers, but Just as much 1‘5
safd far the knwledqeabh {nvolved practitioner. Pwhaps\ tie most realistic
evaluation 1ies in the combination of the two. Eva'luatio:fi_nstmments
may be developed by the trainers themselves or may be adapted fm;'n other
simﬂar programs. One example of a workshop e,vaiuatio'n appears in '
Appendix B of this bulletin. Evaluation need no{ be conducted only at
the end of training sessions. For optimum results, éva)uation' should be
internalized by each pa'rticipant‘ a’nd be regarded as worthwhile at any
time, Certainly, {f evalhations of training activites are used to provide
2 basins for decision-making, program modificé:tion_and review, then-it
serves as an essential part of the total training program.

’

POINTS TO PONDER

* A training program will be meaningful to volunteers if it can:
(a) be tailored to the volunteer's neéds, (b) build on.the
volunteer's pEesent abilities, {c) stimulate new 1nter1>érsona1 .
relationchips (,'V\and (d) provide opportﬁnfties for self-growth

and development.

* A training program will be meaningful to school administrators and

teachers iff‘it can: (a) promote positive volunteer-teacher relations,
{b) ba tied to the needs of the students wi thin the school, (c) be

- implemented with S minimum of change in the school's routine, and
{d) 1nvolve the school personnel during the planning and implementing
stages. .

O
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* A training program will be meaningful to a total volunteer program

1f 1t can: (a) provide the number and variety of trafned 1nd1v1duals .
necessary to accomplish the cbjectives, (b) reflect the phnosophy .
of the total program, (c) promote 1mproved schoel-comaunity relatﬁons,

and (d) proyvide a means of continuous feedback and commicaﬂons

within the program,

Q : '
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PART 1y
EVALUATING YOUR SCHOOL YOLUNTEER-PROGRAM e

It 1s axfomatic that dynamic school \'ro'lt_mteer programs require ;:onstant
evaluatfon. In fact, evaluation must be considered an on-going process
of a school volunteer program, and not just something done once a year by
looking at the achievement test results of students, or the attitude
indicators of tucher; and volunteers, or the total numbers of students
and volunteers who have entered and left the prggram. Assessment of the'
“effectiveness and {mpact of a total volunteer program must be »rosd-based
“and multi-faceted. '
To be effentive, the total scope of'_ the evaluation plan must evo'I!e
in the 1n1t1n1 planning stages of the volunteer program, and be developed,
adapted md revised on & ciontinuing bases as the program design, goals
" and activities are planned For example, some of the considerations of
. &nd evaluation design that need to be 1ncl}uded during this planning phase
are: . ; ' ?
" What data needs to be cdns1dcred?ﬂ
Who will be the best source of 1nfomat]on7
What fs the best method for evaluating each component?
- Hh'en 1s the best time for measuring each component?
Hho will conduct the evatuation?

What analytical method will be used to 1nterpret the significance
of the data?

~ Stated another way, effective.eva'luation design usually considers three
a3 jor aspects of'a school volunteer prograwms
1. What are the appropriate questions to ask that focus on '
Q
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{mportant decision-making processes of the school volunteer
1
program? :

2. What criteria of performance or measurement is to be used w
for measuring or judging the validity of the information?
3. What are the most appropriate means for gathering the data?

. {e.g., interviews, questionnaires, completion.of forms,
observation, cas’ studies, keeping logs, tests, narrative.
reparts)? ’

Wiy 1s it 5o nécessary to includs avaluation as a major act'ivity' in.

a8 school volunteer program? From the total program of view, there are

many reas&ris why 1t 1s important to conduct ongoing eva'luatibns. Not the L

least 6f these {s the fact that the developmeni and maintenance of a viable

schoo! volunteer program is an ever-increasing expense. Components of-

the school volunteer program that do not contribute significantly toward
“ meetir;g the overall program's objectives need.to be curtailed, and they
shou'l-d be. At the same time, however, components which are contributing
greatly to the success bf the school volunteer program need to be {dentified
and expanded. It 1s only through evaluation that ‘the effectiveness of
the total program and its several subdivisions can be measured.

Another rzason “"for" evaluation is that only through assessment of L
present school valunteer plmgrmns can 2 sound basis be estab]ished for
the program modifications which will probably become necessary as the
volunteer program expands. To recap ,evaluation must lay the grounduo_rk
for future planning. :

- The next question, obviously, s how best can this evaluatidn be .
carried out? Should it be conducted by outside experts? By _the school

volunteer bfugram personnel staff? By Teachers? By volunteers? By

N
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Students? Or by a committee 1nc1 uding representntives from all or most
of the above groups? Actuaﬂy. there may be some merit to each of the
above {n specific situations depending upon the anique situation within
each school volunteer program.
. An evaluation by outside expe;'ts will usually be strong on the basis
of objectivity, and may be more ngl‘y to compare the particular school
volunteer program with volunteer programs fn similarly situated fnstftutions.
On the other hand, there is danger that without a good deal of personal
involvement by the school volunteer staff and volunteers in the program,
the potential impact of _the evaluation on the staff and program will be
lost regardless of the quality of the product. To be sure, ’
there are s{tuations when an evaluation by outs{de expgrts is cane}j for,
particularly when there are e)ements of conflict or bias present But,
the school volunteer pr'ogram adm1n1strator should consider the advantages
of ‘evaluations structured by the program 1tse)f and utilizing school "
volunteer persennel {insofar as is::possible. While the s.taff of the school ¢
v'o'lun.teer program should assume leadership, thé evaluation team might
also include teachers, volunteers and students. _

..What form .should the evaluation take? Should;it be in' the form of a
_‘chaol vo]untee‘r program self-survey? Or, should it be éﬁtii’ely objestive
‘z'md quantitative? Perhaps it should involve some of the elements of both
the self-survey and objecfive quantitative research. Thé latterJ seems
to be thgﬁmost comprehensive, particularly if the purpose {s an over-all

. evaluation of the total volunteer program. : o
}o be meaningful, evaluations need to be made on the basis cf pre-
determined criteria. Some of the program aspects "that need to be eval vated

1nc'|ude (1) the degree to which each of the several tomponents of the

z
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K '
pmdram (recruitment, training, monitoring, record keeping, etc.) relate ¢
to th.e overall prégram's obj‘ectwes and are influencad by them, {2) the
_efficiency r* daily operations, (3) the attitudes of the school staff,
studen.ts. d volunteers toward the school, volunteer program, (4)Ithe
morale Of the staff, and.(S) the r~esu11:s.‘.\2 - ¢ -
Examples of evalua_t:wn instruments which might be useful {n condycting
a total eva'lualj1on of the program are included in the Appendix. ;These
instruments H.i,ustrate that there 1s no substitute for the rigorous _research
‘in each of the several areas of the school.volunteer program, which should "
be the "proof of the pudding." Evaluation of a volunteer program should
be designed to mea.sure contributions to matters such as 1ﬁcm‘ased holding
power, increased student academic aéh'1evenent. and volunteer school staff
and student attitudes, as well as other ;;rogram components .un1qﬁe to each;
\)olunteer program. ' _ ._ _ » -
What needsl to be evaluated? Fach spe'clzifjc component of the total
program needs to be studied. How well are the day-to-day operations
being acg:ompHshe‘d? Is there evidence of good {nternal adm'1n1strat1on?.\
What evjdeﬁcg is .there that the ;chc')o'l volunteer program is fulfilling a
unique function that could not be accomﬁHshed in"a s1mp'|er_manner _
costing less? What evidence {s there that the service aspects'.of the
volunteer program are contributing to the "educaﬂonat g_dajs of t‘hé
-sﬁhool system, and are being ut'1171zed effectively by“students?
Difficult as 1t may be, pe;‘sonnel in the school volunteer program )
. must also be accounted for. Are the 1nd1v1dua'|fs res;pons1b1e for assigned
’ tasks dua11;1ed both in training and experience? Is the size of the staff
adequate to fulfill stated functions, or must services be diluted in order

‘to cover the waterfront? For example, {f spgcié'lized~tra1n1ng services

Q 34

ERIC | '

L Ll
Full Tt Provided by ERIC. -
- -



for volunteers are claimed, what provisions have been'made to provide
trained leaders for training programs?

In the final analysis, however, the rteart of evaluation rests squarely
on careful swdy of the basic objactives of the school volunteer program
Specgficamy what are the stated objectives of the total ‘program? Are
these in agreement with the 'Ioca'l county school system s objectives and
priority. goa\s? How well are objectives being achieved? Is the schoo}
volunteer staff cognizant of goa1s and objectives, and do they understand
4 t.heir m1e in meeténg these objectives? Finally, do the faculty and
“administration of the school system understand the purposes of the

program and pefceive -1t as befng essential to meeting educational
objectives, rather than as a gmus of helpful, but nonessential, ‘functions?

' Suming up, evaluation must occupy, more thao ever, a central place

1n sound school voTulnteer programs, Thomugﬁ evaluation of effective
volunteer programs will help support the concept of volunteers in ‘educatign
as being necessary to the implementation of educational object‘fves. Less
important, but nevertheless to be considered, the school volunteer program
administrator can best state his case when 1t becomes necessary to

recomend increased budgets, enlargement of the staﬁf" or program madifi-
cat‘lon_, if the schoo)l volunteer program is thoroughly understood. Evaluation
seems to provide the modus operandi for providing this understanding.

e . POINTS TO PONDER =

* A comprehensive evaluaticn plan incorporatas feedback from all
groups involved in the school volunteer program: groups include
school administrators, teachers, volunteers, students, as well

@ § school volunteer program staff.

ERIC n ST
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* Each cWonent of a school vo‘lunteér program must be evaluated in

v re‘fuﬂonsh{p to 1ts-effeét1;en£ss in meeting the overal) program's

obj‘ecf:ives: conpon.ents. include promational materials, recruitment
campaigns, traﬂli‘ng sessions, wonitoring strategies, réportling

procedures, staff utilization and morale, dissemination nmi

diffusion effects.

* The use of severa‘l different assessment and measurement lnstmnents
provides gmater depth and scope of insight info the school

vo]unteer program: assessment instruments include structured
interviews, surveys, ques,tionn\aiams. attltbude scales, completion
of forms, o_bservatléns. case stud1és. maintenance of logs,

standardized tests, and narrative reports.

ERIC *
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A SELECTED ANNOTATED BIBLIOGRAPHY

.Books.

. program. The information

=3.

Manual for the Role .of Coordinators in the Publfc School System

A discussion on the duties and responsibilities of coordinators in
a school valunteer program. Sample forms such as Requisition to
Volunteer. Talent Pool 2nd Training Center, Teacher-Volunteer
Communication Sheets and Volunteer Aide Sign-In Sheets:are included.

Janet .Burgoon, Volunteer Talent Pool and Training Center, 655 ‘'lorth
Tamiami Trail, Sarasota, Florida.

ABC's: A Handbook for Educational _Volunteer Programs

This guide will provide a basic outline for those seeking aid in
setting up and operating a mean1ngfu1 and rewarding volunteer

aisted in this guide can be modified and
adapted to meet local school needs.

Jewell C. Chambers, ed., Volunteers in Education, Washington Technical
Institute, 4100 Connecticut Avenue, N. W., Washingten, D. L. 20008.

A How-Tg:ngﬂgpdbook for'Volgﬂteer Coordinators

This handbook is offered as a yuide to increéase the effectiveness. of
volunteers in educationa] settings. ..
Irene C. Hypps, Project VOICE, Volunteers i- Iducation, U. S. Office
of Education, Washington, 0. C. |20202.

/

For Volunteers Who Interview

This manual provides -helpfu) hints, props and signposts for the
unskilled volunteer who would like help-in their job of interviewinag
other_ volunteers.

“Kathleen 0. Larkin, Welfare Council of Metropolitan Chicago,"

Q

ERIC
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123 West Madison Street, Chicago,~l1]@nois 6060@.

\
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5. How to Initiate

_A_qmj_qlstér a Community Resource Volunteer Program

This handbook provides names and information coneerning individuals
in Mineapolis and the surrounding communities who are willing to
donate their time and talent to enrich the school program. Var{ous
forms used for recruiting and evaluating nurposes are 1nc'|uded

Minneapolis Public Schools, Special Schoo1 District No. 1, Minneapolis,
Minnesota 55413.

6. Famous_Papers on_Voluntarism

A manuscript consistfng of articles on.school volunteer and ‘tutoria'l
programs which will bé helpful to directors, coordinators or leaders
of school volunteer programs.

Eva Schindlz- Rainman, Los Angeles City Schools, 450 North Grand
Avenue, Room 6-114, Los Angeles, California 90051.

7. [o_gg[_np_qr;t_aﬁ_?ﬁ_e_e}ing - Manuscript

The author suggests ways in whict; to plan your meeting to stimulate
more {nterest and to provide for better group participation in the
overall recruitment supervision and promgtion of school volunteers.

Eva Schindler Rainman, Los Angeles City Schools, 450 North Grand
Avenue, Room G-114, Los Anneles, California 90051.

B.  Guidebook for the Volunteer Reading Teacher B

e 3

A manual designed to clarify the goals of the volunteers and to
suggest ways to help young peaple to become better readers..

Lenore Sleisenger, Columbia University Teachers College Press, e
New York. .

N <

9.° Your Volunteer Program
This handbook fs constructed to portray the steps one must ‘50 through
to organize and administvr an effective and meaningful vo'lunteer _?i
program. . -

Mary T. Swanson, Oes Moines Area Comnunity College, 2006 Ankeny
Boulevard, Ankeny, Towa 50021,

Q 38
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Brochures

. Copies of the following materials may be obtained by writing to the
dchool Volunteer Program, Dade County Public Schools, 1410 Hortheast
Second Avenue, Miami, Flor{ida 33132.

1. "Greater Miami's Youth Needs You"

A general information brochure designed to provide a brief overview
of Dade County's School Volunteer Program. Emphasis is on

(a) recruitment, (b) training, {c) participation and {d) source of
volunteers, - .

2, “Introducing A Training Program"

This brochure 1ist the namesof the modules used in the training
program according to target groups such as principals, teachers or
. volunteers. Specific training modules are listed for each cluster.

w
'

3. . “Recruitment Brochure"

This comprehensive brochure produced and printed at Eastern Air Lines
Incorporated is used not only for recruitment.on the Eastern base in

_ Miami, but also as a model for other local businesses and corporations
» to use to describe their own respective participation in the School
. § Volunteer Development Project.

'

4, "“"The Hoﬁderfu'l World of the School Yolunteer”

This comprehensive brochure may be uscd as’ a guide to assist in
preparing the volunteer for an effective community resource
presentation. The brochure provides helpful~hints about what the
volinteer should do (a) before the visit. {b) during the visit and
(c) after the vis1t

O
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Evaluation Scales » 3

1.

Volunteer Competency Rating Survey

Scale One - For The Volunteer To Rate H1mse1f

Scale Two - For The School Staff Member To Rate The Services Of The
Volunteer

This competency rating survey is constructed in terms of observable
actions performed by the volunteer. It is designed to be both a
self-survey and an observed participation evaluation. This survey
has been widely used with the cooperating univefsities and colleges
who place volunteers in the Oade County Public Schools. .

School Volunteer Program, Oade County Public Schools, 1410 Northeast
Second Avenue, Miami, Florida 33132,

Training Kit

1.

O

ERIC
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"The Wonderful World of Volunteer Training"

A self-contained multi-media program developed by the Oade County
School Volunteer Program to {ntroduce the idea of training. The

training + /ules with.supportive multi-media materials are listed
below. ) .

Panhandle Area Education Cooperative, P. 0. Orawer 190, Chipley,
Florida 32428, : R

Modules

a. "Administering a School Volunteer‘Program"

This module {s designed to ;1d the participant in simultaneously
designing and reacting to the designs of others for short term
and long range plans.for implementing a School Yolunteer

Progrym according to individual school needs. .
b. "Assisting in the Classroom"
The activities fn this module are constructad to teach the
volunteers a variety of ways in which he can identify suggested
_ duties, locate appropriate resources and plan rapport building

activities.

;
i
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"Assisting With Clerical Tasks"

This module introduces the volunteers to the forms most often
used in the schools such as lunch forms. attendance records
and other forms listed in the pupils' cumsulative record. The
module also 1ists prodedures for filling out the forms..

"Assisting in the Library/Media Center"

This modile contains activities which train the volunteer to
use the gard catalog and the Dewey Decimal System, to
differentiate materials, to identify and operate audio-visual
equipment, and to design displays for bulletin boards.

“Bui1ding One-To- One Relationships"

This modu)e focuses on the verbal dinEnsion of building one-to-
one relationships. It is designed to aid the participant in
simul taheously experiencing and leading others to experience
inter-personal relationships which are positive and mutually
rewarding.

.

“Handbook for Yolunteers"

A- reference book for the volunteer who is participating in the
Dade County School Volunteer Program. This booklet contains

a Job description of each of the fourteen job categories which
are designated in this program along with information pertain-
ing to guidelines .of the program. An indexed 1ist of
participating schools is included. .

"Helping Students Develop Appropriate Behavior”

A practical application of learning principles of positive
reinforcement” to the elementary classroom is made in this
module. The focus of the module is on what the tejcher or
volunteer can do to make it possible for his children to learn
better.

N

"Phys{cal Education and the Volunteer”

‘ A field test copy of the module, Assisting with Phys1ca1”Educa-“

tion, designed to train the volunteer to assist the professional .
physical education teacher 1r perfarmvng his duties with
students. ,

A
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1. "Tutoring {n Reading and Mathematics"

.. A performance-based and 1ndividualized module containing
u, acti vities,which will provide a/fesource of basic knowledge
© “"and human relations understandings that will help the tutor

deve'lop the reading and math skH'Is of his students.

j.  '"Using the Services of a Schoo'l Vofunteer"

This module 1s directed to the Sc:hoo'l staff member who will
be supervising the activities of a school wolunteer. It
_assists the staff member to prepare himself, the student,
the other staff members and the site for arrival of the
volunteer. It also assists the participant in cemmunicating
the information to his assigned vclunteer.

‘

k. SVp Leager's Hkndbook - “

A reference handbook developed to ald school-level aanin-
istrators who are participating in the Dade County School
Volunteer Development Project. Topics treated include:
The responsibilities of the SYP leaders, with whom do SVP
+ leaders work, how do SVP leaders work, what forms do SYP'
leaders use and what facts do SVP leaders need to kn

Multi-Media Materials

“Module Mania" and Discussion Guide -
S11de/Tape Presentation I: Color/Sound 10 minutes

o

Motivational film used to promote readiness for the modular
format of training.

b.  "Modules in Actinn" and Discussion Guide ‘
S1ide/Tape Presentation II: Color/Sound 20 minutes

Step-by-step exp'lana'ion of how modu'les can be used in a
school setting.

c. - "The Module Maize Made Clear" o
Video Tape Presentation: 15 minutes

A fifteen minute video tape which answers the most often .
asked questions about modular training and volunteer pro-
grams .



Q

Introductory Cassettes 10 minutes

One, .ten minute.cassatte for each of the modules. The purpose
of the cassette is to tell the participants how to use the
module. o
. /. A
Film “v¢ ol
16mm, Color/Sound 10 minutes

p]
2

A ten minute genera) information, color/sound film describing
the scope of the activities which are~currently being imple-
mented in the School Yolunteer Development Project using the
resources of a high-density, urban, metropolitan area to enrich
and extend the curriculum of the public school system.

il

‘Miami's Youth Need You"

Slide/Tape Presentation: Colore/Slide 10 minutes

A ten minute general information slide/tape,“'or acetate/tape
program translated in English or Spanish on the Schoo}
Volunteer Program. o i .

-
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TYPE OF ‘WORK: ARTS AND CRAFTS ASSISTANT

BACKGROUNO: ~ As the schools of Dade County seek ways for each
. student to discover.and develop all of his abilities

to the fullest, a wide variety of arts and crafts

activities are needed. By working with the teacher

to help students develop their creativity and feel

. R proud of their accomplishments, the volunteer will
provide many opportunities to students that would

! not otherwise be possible.

DURATION OF JOB: Minimum of two hours per week for one semester,
during regularly established school hours.

TUTIES OF JOB: Work under the direction and in cooperation with
the art or ctassroom teacher. Generally, the
assignment will include one or more of the following
tasks:

, 1. Assisting witii the placement of arts and crafts
materials and equipment in rooms scheduled for use.

-2. Preparing arts and craft materials for student
use.

3. Preparing art matérials ver requests from teach:rs.:

4, Helping students assume responsibility for orecozr
care and cleaning of materials.

5. Encouraging students to explore new techniques,
uses, and effects of a variety of art materials.

6. Helping with inventory of supplies.

7. Giving individual help to a student or small

group of students under the direction of the teacher.
. b il

P ’ 8. Assisting with the filing and maintaining records
\ of progress on student art projects.

TRAINING PROVIDED:  Pre-service and inservice train1ng will be providedi

VOLUNTEER Cooperative manner; ability to relate well with others,
QUALTFICATIONS: especially children and youth; interest in arts and
. crafts; willingness to follow directions.

CONTRIBUTION: Provide additional opportunities for art and class- -
room teachers to use arts and crafts zctivities to
individualize instruction. ) .

Aruitoxt provided by Eic:
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TYPL OF WORK: AUDIO-VISUAL ASSISTANT

BACKAROUND : As the schools of Dade County seek to individualize
instruction as much as possible, a variety of multi-
media materials and eq:ipment are used. With the
existing demands that ire made on teachers, there
is little time available for the preparation of these
materials and equipment; thus, the assistance of a-
volunteer skilled in this-area greatly assists the
teacher in better providing for the students' needs.

DURATION OF JOB: Minimum of two hours per week for one semester,
during regularly established school hours.

QUTIES OF JOB: Work under the dirvection and in cooperation with
the librarian or audio-visual teacher. Generally,
the assignment will include one or more of the
followina tasks:

1. Operating audio-visual equioweﬁi.
2. Delivering films Snd film;trips to teachers.

3. Preparing film requests for teachers.

. 4. Preparing overhead projectuals.
- 5. Assisting with the placement of 2udie-¥isual
: . , equipment in rooms scheduled for use.
TRATHING PROVIDED: pre-service and inservice training will be provided.
VOLUNTZER Cooperative manner: interest in multi-media; ' .
QUALTFICATIQNS: ability to operate machinery. e
COUTRIBUTIONS: Provide additional opportunities for teachers to
use a multi-media approach to individualizing .
instruction. N e .
v ) 7
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TYPE OF WORK:
BACKGROUND:

DURATION OF JOB:

DUTIES OF J08B:

TRAINING PROVIDED:

VOLUNTEER
QALIFICATIONS:

CONTRIBUTION:

O

"ERIC
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CLASSROOM ASSISTANT

The qoals of the classroom teacher are tg motivate
and quide each student to deveiop to the fullest his
own potential. Because..of the pressure of time and
the nymber of puptls {nvolved, assistunce is needed
to perform non-professional but necessary tasks, so
the teacher may devote full attention to the accom-
plishment of his objectives.

Minimum of two hours per week for one semester,
during regularly established school hours.

_Work under the direction and in cdoperation with the

classroom teacher.. Generally, the assignment will
include one or more of the following tasks:

1. Giving individual help or clarifying teacher's
directions to a student or small grouns of students
under the direction of the teacher.

2. Assisting students with special orojects.

3. Checking attendance, recadnission notes, nermis-

ston sl{ps,ﬁte1enhon1n§ absentees as requested.

4. Preparing gameiirfﬁiéﬁfﬁﬁfdéV{EEs’and “dittoes.”

5. Helping with inventory of supplies and collectina
money such as for lunche field“trips, etc.

6. Sharing resources and talents.

7. Assisting in decorating room, cutting mats for
Dictures, changing piciures on bulletin board, etc.

8. Assisting in the supervisicn of students on, the
playground and on field trips.

Pre-service and inservice training will be orovided
Warm personality; ability to follow directions;
interest in children and education: ability to relate
weil with children at their level.

Allow teachers more professional time to spend with
class and individual students.

Assist in building individual students self-conceot.

Help students develop a more positive attitude oward
school and academic achievement,

N -
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TYPE OF MIRK:

SACKARIY D

MRATIYI OF J03:

“2UTIES OF J0B:

TALILH PRWIDED:

VOLJTEER
JQLIFICATIOJS

COHTRIBUTINN .

Q
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CLERICAL ASSISTANT

“aintaining accurate, complete and current records
for each individual student is a major responsibility
of the school staff. Apnrooriate student placement,
adequate school fundina, and effective school -
community - home relations debend areatly upon the
work accomplished hy the school clerical staff. A
volunteer clerical assistant may provide much needed
subnort in this area.

Minimum of two hours per week for one semester,
during| reqularly established school hours.

‘lork upder the direction and in cooperation with

the school secretary and princioal, fenerally, then
2ssignment will include one or more .of the following
tasks:

1. Assisting with teleohone by taking messages when
necessary, olacing calls when directed, check1no
attendance for tardiness and absenteeism.

2. Assisting with filing (excent for confidential
material)

3. Sortino and collecting ditto material.

4. Ooeratinn dun\icat{nﬂ equioment.-

5. Tyoing forms, letters, .notices, {ootional)
€. Addressing envelopes, messaaes, notices.
7. Sorting,~stampina and opening mail.:

8. unning-errards, contacting teachers, de\iver1nq
messaqes, collectimg money or pertinent material.

9, MHelping with inventory of suoplies.
Pre-service and inservice training will be provided.

Adfhracy: emctionally mature oerson who is able to
follow direc’ .s with a2 coooerative’attitude. = -,
Enable éecretarv to assist orincipal-in more tasks .
which fn turn will allow .principal time for adminis- -
trative and suvervisory duties.

- . ' e
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TYPE OF WORK: ~
BACKGRQUAD':

DURATION OF J0B:

DUTIES OF JOB:

TRAINING PROVIDED:

VOLUNTEER
WALTFICATIONS:

CONTRIBUTION:

ERIC
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CLINIC ASSISTANT

As the‘gtudent population in each school continues to
increase each year, providithg adequate health care for
students becomes a more and more difficult task. @
volunteer clinic assistant may nrovide valuable ser-
vices to the educational process by helping the
teacher and school nurse meet the health needs of
students. »

Mintmum of two hours per week for one semester, during
regularly established school hours.

Work under the direction and An cooperation wwth the
principa) and public health nurse assigned to the
school. fGenerally, the assignment wi)l include ‘one
or more of the following tasks:

1, Keeping the health room neat and clean at all tiies.

2. Being responsible for clerical duties renardips__.——
health services: sorting, te]ephoninn._and*d?ﬁérino
sunn]ies S

3, Perform1ng routine vision and hearing screenina.

. and assisting in pre- school roundups,

4. Submitting test renorts to public health nurse for
review and possible follow-up on health problems.

‘ .
5. MNotifying princioal at once in case of accidents
or acute illnesses, Notify parent if directed by
principal.

6. Assisting with students sent to clinic because-
of wet, soiled or torn clothing.

7. Being prepared to talk with individual students
about hygiene and its importance,

8. Maintaining communication with classroom teachers.
Pre-cervice and insarvice training will be provided.
Ability to get along with others; gspecially vouth;
relfability; ability to keep legible records; ability

to communicate clearly; neatness; warm and understandina:
personality; willingness to accept supervision from
principal and public health nurse.

Provide school health nurse with services to helo
maintain a health program meeting student needs.
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TYPE OF WORK:

BACKGROUND:

-
"

DURALIUN UF JOB:

QUTLES OF JoB:

] .
(RALNTNG PROVIDEDL:

LUGTEER
JUALTFLCATIONS

CONTRIBUTLON:

- ERIC

|

LANGUAGE ARTS/READING TUTOR

Even though students have varying language needs, all need
to extend the language skills of listening, speaking,
reading and writing. A voluntger working with the language
arts program can assist the teacher i{n providing experiences
to meet the needs of pupils.

Minimum cf Lwo_hours'ber week {or one semester, during
regularly established school hours.

Work under the direction and in cooperation with the class-
room teacher or’special reading teacher. Generally,
the assigument will include the following tasks:

1. Obtuining books and materials on'};quested topics.

2, Reauing stories to indlv}duals or small groups and
guiding students to do free reading.

3. Constructing reading booklets and experfence charts.
4. Giving individual help to pupils.
5. Operating audio-visual equipment (listening statlons,

language master, fillm and film strip projector, etc.)

. Becoming skillful in the use of effective questioning.
7.. Assistling the classroom teacher in providing a variety
of experiences in speaking and listening activities.

8. Assisting in arranging the classroom setting and
duplicating materials for planned. activities.

9, Filing written work in student's work folder.

Pre-servicé and inservice trainiog will be provided.

Warm sincere interest in people particularly children -
and youth: some Kno#lclge and ability in the area of
Jdnbuasg arts; patience and dependability, willingness to
xullow directions.

Develop in euch student a love for reading and awareness
of language; help the student to see himself as a person
who cian successfully relate to others; foster the concepts
of literary skiils; assume a supportive role thereby
freeing the ‘classroom teacher to utilize her professional
training in individualizing instruction.



TYPE OF WORK:

BACKGROUND

DURATION OF JOB:

DUTIES OF JOB:

IR

TRAINING PROVIDED:

VOLUNTEER
QUALIFICATIONS:

E?NTRIBUTION:

-
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LIBRARY ASSISTANT

As teachers seek to encourage students in the discovery
approach to learning, use of the materials in the achool
library becomes increasingly more significant in the
educational program for students. JMore meaningful and
creative student and teacher use of 'library resource
material may be established with the assistance and
support of a volunteer library assistant.

Minimum of two houry per week far one Semester, during
regularly established school hours.

Work under the direction and in cooperation with the
-school librarian. Generally, the assignment will
include one or more of the following tasks:

1. Writing order cards.

2, Checking in new book~ (listing publisher, author
and title of book in 'lbrary record book).

3. Checking in the new books agains; invoice. ,

4, Preparing pockets and cards for new books.

5. Pasting pockets and date due sliés in books.

6. Stamping books with ownership stamp.

7. Lettering spine of books (optiomnal).

Bﬂ Shellacking books. .
9. Haking wminor book repairs.
10. Filing (optional).

11. Reshelving boaks.
12. Chécking order of books on shelves.

Pre-service apd inservice training will be provided.
Cooperative attitude; cheprful and willing to follow
directions; interested in students and their reading,
legible handwriting (typing useful)

Speed the availability of books to students; give the
librarian wmore time to utilize his professional training

to work with teachers, classes, and individual students
in making full use of library resources.
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TYPE OF WORK:

BACKGROUND:

DURATLON OF JOB:

DUTIES OF JOB:

TRAINING PROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION:
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LISTENER . .

As the schot 1ls of Dade County seek ways for each student
to acquire (he attitudes and habits essential to the
maintenance of good meuntal health, a need arises for
assistance of a volunteer skilfed in this area. Such
developmental assistance will allow the teacher and/or
counselor to better provide for the needs of the
1ndiv%dual students.

Minimum of two hours per week for one semester,
during regu{arly established school hours.

Work under the direction of and in cooperation with the
principal, guidance counselors or teacher as a non-
crisis oriented lay listener. Generally, the assignment
will include one or more of the following tasks:

L1 Consulting with the principal, guidance counselor

and/or teachers.
”

2. Developing a friendly, supportive relationship
with assigned students.
3. ?lanning activities which will lead to increased
: communication with assigned students.
4
4, Providing a positive model without forcing own values
5. Listening to the thoughts and feelings of the
assigned students.
6. Keeﬁing brief observative notes on the progress 2
of assigned students.
7. Participating in regular feedback sessions designed

to increase both perception and skills.
Pre-service and inservice training will be provided.

Ability to relate well with otherq especially children
and youth; patience and cooperative attitude in working
with:students; a stable. calm attitude and positive
outlook on life.

Provide individual attention to selected students through
the development of a positive, supportive relationship
where the student would feel free to express his feelings
and thoughts.
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TYPE OF WORK:

A
BACKGROUND:

DURATION OF JOB: .

DUT1ES OF JOB:

A

TRAINING PRCVIDED:

VOLUNTEER

QUALIFICATIONS:

AN
CONTRIBUTION:
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MATHEMATICS TUTOR

As the schools of Dade County seek ways to develop ways
for all students to improve their math skills to che
maximum of their abilities, the opportunity for some
students to work individually with a tutor may make the
difference in determining whether or not he learns and
likes math. A volunteer math tutor may pravide important
individual attention in meetinhg a student s needs in

‘this area.

Minimum of two hours per week for one semester, during
regularly established school hours.

Work under the direction and in cooperation with the
classroom teacher, math teacher, remedial teacher, or other

-persbn designated by the principal. Generally, the

assignment will include one or more of the following casks:

.

L. Giving 1ndividual help to individuals or small groups.,

2. Preparing math games and teaching mdterials.
3. Duplicating materials for use in class and at home.

4. Talking with students to help them discover how to
apply ‘math skills to real life situations outside
of the classroom, (e.g.,relationship to purchasing,
science, sports, etc.).

5. Clarifying teacher’s directions to individuals...

6. Assisting with record keeping.

7. Reviewing previously taught math skills with absentees.
8. Maintaining and repairing special mwath equipment.

Pre-service and imservice traiping will be provided.
Ability to relates well with others, especially children
and youth; some knowledge and ability in new math;
patience and cooperative attitude in workihg with students;
willingness to follow directions.

?

-

Allow teachers more professional time to spend with class’
and individual students. Melp students deyelop a more
positive attitude toward school and math. “Assist in
building individual student's self-cencept.



v ' ’ " -
TYPE OF WORK: PHYSICAL EDUCATION ASSISYANT
BACKGROUN_D:v In se€king to provide a wider variety of eﬂperiences for
B students through physical education, the need arises for
. skilled volunteers to work in this area.” Then the teacher
\\ cam er provide for the needs of the individual students.

DURQ%%ON OF JOB: Minimum of Ywo hours per week for one semester, during
° regularly established school hours.
HUTIE;\DF JOB: Work under the direction and in cooperation with the

classroom or physical education teacher. The suggested
duties may be classified under three headings. ‘Generally,
\ the assignments will include one or more of the following
\ tasks:
\ - L
1. Educational Materials Assistant -, preparing materials
) for instruction; maintaining bulletin board displays,
—~y operating audio-viual equipment.
) a. Take care of equipment room and equipment.
, b. Make perlodic safety checks of equipment.
L c. Help maintain indoor and outdoor playing area.
' d. Help construct teaching aids.

, 2. Instructional Assistant - demonstrating skills,
; assisting individual students, and performing some of
the assigned duties of a Clerical Worker or Educational
Materials Assistant. t
a. Assist at fire drills.

b. Enforce safety rules. o
c. Assisty at playdays, exhibitions and sports
days.
d. Serve as an official for contests.
e. Supervise non-participating students.
f. Assist with physical fitress, testing program.
) 3. Clerical Worker - providing clerical assistance and
& performing some of the duties of an Educational
’ Materials Assistant. .
a. Check attendance and maintain student records.
b. Unpack, count and store new equipment. ’
! c. Distribute and collect equipment.
d. Make periodic inventory of equipment and
/ supplies. : '
, e. Duplicating materials for tests, etc.

f. Assist with correction of objective tests.

. TRAINING PROVIDED: Pre-service and inservice training will be provided.

RIC T
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VOLUNTEER
QUALIFICATIONS:

CONTRIBUTION:

o

ERIC
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Interest in sports and\ghysicul activity; emotfonally
mature, dependable, sound chardeter; ability to do ¢lerical
work; ability to get alony with people, especially

youth; willingness' to serve; good health. '

Provide opportunities for thé teacher and physical
education instructor to better serve the needs of the
individual students in the program.



TYPE OF 'WORK:

BACKGROUND

DURATION OF JOB:

DUTIES OF JOB:

A

TRAINING PROVIDED:
VOLUNTEER .
QUALIFICATIONS:

CONTRIBUTION;

O

ERIC
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SPANISH[ASSISTANT / INTERPRETER *

The increasing numbers of Spanish-speakers in our
community, and especially of parents who cannot
understand English, make it necessary for our schools

to depend on an lnterpreter to establish effectiw=
communicatfon with a large number of homes wheie tuly
Spaninh 1a spoken. .

Minimum of two hours per week for one semester,
during regulerly established school hours.

Work under the direction and in cooperation with a
Cuban,Aide or a native Spanish-speaking teacher.
Generilly, the assistant interpreter may do one or
more of the following tasks:

L.

- 7.

-

Wricing in Spanish - not merely translate - all
comnunications guch as announcements, permit slips,
etc., that go from the school to the parents in N
Spanish.

Speaking to pavents and other visitors in Spanish as
they come to the school, and interpreting their
needs to the appropriate achool personnel in English.

Speaking to parents in Spanish in order to interpret
school policy and rules during interviews with
principal and other school personagel.

Interpreting in Spanish for the benefit of newly
arrived students during interviews with school
personnel. : :

Writing Enélish versions of notes coming from
home in Spanish.

Writing Spanish versions of notea to parents or )
comments on report carqE’written by teachers.

" Serving as interpreter for Sp:nish-speakigg pareuts -

at parent teacher meetings.

Bre-sef&lce and inservice :reining will be provided.

Courteous,friendly manner, ability to speal and write
English and Spanish fluently and correctly, as an
educated native speaker of either language.

‘Provide effective communication and understanding
‘between school and home in communities that are highly
populated with Cubans and other Spanish speaking groups.
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TYPE OF WORK:

BACKGROUND :

DURATION OF JOB:

DUT/ES OF JOB:

TRAINING FROVIDED:

VOLUNTEER
QUALIFICATIONS:

CONTRIBUTLON :

&

ERIC
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SPECTIAL EDUCATION ASSISTANT

Students who are in Special Education classes have special
needs and demand more individual attention than the pupil
in the "average" classroom situation. A volunteer working
in the department of Special Educatfon can assist the
teacher as he attewmpts to provide for the many individual
needs of these exceptional students.

Minimum of two hours per week for one semester, during
regularly established school hours.

Work under the direction of and in cooperation with the
teacher. Generally, the assignment will include one or
wore of the following tasks:

1. Asslsting in establishing activity corners.
2. Reading stories to students.

3. Assisting in supervising play activitles.

4. Filing written work in the students' work folders.

5. Preparing and duplicating materials for activities
and in Keeping records of such materials.

6. Giving individual help to students. ,
7. Operating audio~visual equipment (film projector, film
strip projector; listening stations; etc.).

8. Assisting with the supervisfon of pupils who are
going from the classroom to other areas.

Pre-service and Inservice training will be provided.

Cooperative and cheerful attitude; willingness to follow
direccions; interest in students and in their adjustment
to school life. -

Assist exceptional students as they adjust to school

1lfe {(to build & more positive self-image). Increase the
amount of time the teacher has to do actual teaching by
assuming a supportive role. Develop a channel of
communications between the school and the community
regarding the public education of exceptional students.

8
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TYPE OF WORK: STORY TELLING AND/OR BOOK REVIEWER

BACKGROUND ¢ Books and' reading materials can become a mearingful
+ part of a studeat's life by introducing him to
selected literature through scory-tellers and book
reviewers. Telling stories or reading parts of a book
in an interesting manner may motivate student's interest
in a wide varietly of reading materials.

DURATION OF JOB: Minimum of two hours per week for one semester, during
regularly established »schoel hours.

DUTIES OF JOB: Work under the direction and in cooperation with the
librarian and/or classroom teacher. Generally, the
assignment will include one or more of the following
tasks:

+ I
1. Checking with “Tfbrarian and determining what classes
’ will be scheduled on the day of asaignment.

2. Obtaininﬁ‘reccunnndations from teacher or. librarian
as to kind of story or book to be highlighted. ’

W

Checking with librarian for appropriate filmstrips
or available records.

4. Practicing and preparing at home for one Oor more
clagses by becoming familiar with the book or story.

5. Preparing questions which will encourage students
to participate in discussion.

6. Telling a story or reading parts of a-selected
buok to one or more classes.

TRAINING PROVIDED: Pre-service and inservice training will be previded,-

VOLUNTEER Warm personglity; clear speaking voice; ability to relate

QUALIFICATIONS: well to students and staff; interest in reading and in
students; emotionally mature; dramatic flair helpful.

CONTRIBUTION: Motivate in a very speclal way student's interest in
reading.

Build student's self-confidence by identifying with him.

Give the librarian more time to utilize her professicnal
training to work with individual students.

[l{TC . T . .58
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TYPE OF WORK:

BACKGROUND :

DURATION OF JOB:

DUTLES OF Jos:

E

TRAINIRG PROVIDED:

s
3

VOLUNTEER
QUALLIFLCATIONS:

CONTRIBUTIUN:

O
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SUPERVLISION ASSISTANT IN THE CAFETERLA, HALLS. PARKING
LUT OR PLAYCROUND AREA

Every experience throughout the school day is a learning
experiuvnce for students, in addition to those planned
learning activities within the classroom walls. Between
classes, during lunch, on the playground, or before and
after school, the volunteer supervisor may offer mean-
ingful assistance to students, as well as serve as a
behavior model, for lielping students have a successful
school experience. . -

'
Minimum of two hours per week for one semaster, during
regularly established school hours.

Work under the direction and in cooperation with the
school principal, School Volunteer Resource Person, or
other person designated by the principal. Generally, the
assignment will include one or more of the following
tasks:

L. Assisting students, parents, volunteers, or visitors
to thelr destination on the school campus.
*

2. - Helping students and vis{tors abide by the school rules
and policies concerning hall passes, visitor's
passes, safety rules, cafeteria polieles, etc.

3. “alking with students who are in the halls between
classes to help them locate and return to their class
or other destinaciodfi™

[ Comzunicating with studeats in a helpful and frieandly
manner to let them know of your interest in them
" and their problems. "

5. Helplng students
from one area of
they are.in such
parking lot, bus

make an orderly and guilet transition
the school campus to others while

areas as the halls, cafeteria, /
loading zone, playground, etc.

Pre-service and inservice training will be provided.

Cooperative attitude; ability to relate well to ccudents
and staff; interest In helplng individual-students adjust
to school life. !

Build studunt self-concept by identifying with him. Assist
in developing and maintainihy orderly student movement

on the campus. Help students develop. a more positive
attitude toward school and academic achievement. Develop

a channel of communications between the school and the
community regarding public education.
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TYPE OF WORK: VOLUNTEER INSTRUCTOR / SPECIAL INTEREST CLUB SPONSOR

BACKGROUND: As fhe schools of Dade County seek to, provide a wide
variety of experiences for all students, need arises for
volunteers who have particular talents or skills and
are willing to share these with the students in order
to enrich or extend the curriculum.

DURATION OF JOB: To bc dotormined prior to service by mutual consent
' of the volunteer and the School Volunteer Program.
DUTLES OF JOB: Work in cooperation with the principal or hls-deslgnee.

Generally the assignment will include one or more
of the following tasks:

1. Planning the sessions
a. Determine a scope and sequence for activities
. or pregentations’
b. Selec¢t approprlate matgrials and rescurces
c. Arrange for necessary equlpment
d. Identify the characteristics of the students
who should participate
e. Communicate needs to appropriate school persornel
2. Conducting the sessions
" a. Provide fintellectual imput
b. Provide appropriate practice " )
c. Supervise all activities 1 ’
d. Communicate progress to appropriate school '
pergonnel
3. Evaluating thz sessions N
a. Conduct an evaluation of the program
b. Communicate any. suggestions for change or

modification to the appropriate school personhel.

PREPARATION PROVIDED: An orientation segsion i{s provided.

VOLUNTEER Ability or experience in a particular field; desire to
- QUALIFICATIONS: share knowledge or skill with students, Interest in

enriching or expanding school programs, willingness and
ability to be self- directed and ‘dependahle

CONTRIBUTION: Provide to 1nteresled”student= supplementary informat{on

in areas not usually available through the regular
scheol curriculum. ’

ERIC y
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Each workshop conducted for volunteer

training i{s evaluated as a basis for
deciston making, program mod{fication
and review,  Both objective  and
subjective, open-ended questions .are
included 1in the COURSE, WO HOP |

CONFERENCE EVALUATION. °

v

[N
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SCHOOL VOLUNTEER PROGRAM
COURSE, WORKSHOP, CONFERENCLE EVALUAT LUN

CODE NU. OR NAME (OPTIONAL): DATE :

ACE: : T SEX: M

LENGTH OF SERVICE AS A TEACHER:/VOLUNTEER/ADMINISTRATOR

NAME OF SCHOOL WHERE YOU ARE EMPLOYED:

CNSTRUGTOR'S NAME: COURSE TITLE:

Please rate the fullowing aspects of this course by circling the appropriate
number., -1f the item does not apply to this course or workshop, put an "x" .
in the box labeled "inappropriate."

(1) Purposes and goals i 2 3 4 S 6 , lnappropriate
Not . Completely
. realized Realized
(2) Taterest Level 1 2 3 4 5 6
Very Very
low High D
(3) Tescs 12 3 4 5 6
R ' Narrow Compre-
i hensive Ej
{4) Classroom Teachers 1 2 3 4 5 6
. Erratic Organized -
Confusing Meaningful [:] N
{5) Clarity of presen- 1 23 4 5 6 o
tation of material Varue, Clear,
e contfusing concise,
o . . relevant
. 1 2 3 4 5 6
(0) Demonstration and Poor Out-
techniques emploved standing
\/) Urganization of . 1 2 3 4 S 6
material Poar Out-
standing . )
O

E MC 7 53.
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Inappropriate

(8) Evaluation of 1 2 3 .45 6
student accomplish- Poor ! OQut- [:]
ment , ' standing
(9) Information 1 2 3 4 5 6 -
received i Irrelevant, Relevant, :i
N meager useful
(10) Explanation of 1 2 3 4 5 6
difficult points Poor Out~
or concepts ’ standing
L
(11) Activities . 1 2 3 4 5 6
proposed ¢ Not rele~ Exciting,
’ vant to relevant,
classroom to class-
application room im-
plementation
3 :
(12) Instructor's 1 2 3 4 5 6
approach Dull Imaginati\ve' v
-
(13) Workshop materials
1 2 3 4 5 6
Poor, OQutstanding, -
irrelevant . relevant [:]
v
[ \ = '3
. El{\l'/C 64 . .
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SCHOOL VOLUNTEER PROGRAM
COURSE, WORKSHOP, CONFERENCE EVALUATION

Please answer all the following questions clearly:

-1 What do’you feel you have gained frum the experiences you have had
in this workshop? : -

‘

2. How has the course or workshop content been helpful? Do you see Lt .
having any value to you in your teaching?

. + - -

3. What changes would you make in thé course or workshop content or
organizatipn?

Ve,

4, . Which activities did you enjoy most?

.
»

.

5. Which activities did you enjoy leaSt? ‘

.«

C . .
.~ -(Please state your feellngs.)

- -

6. “Suggestions for the fprovement of the instruction by the
. £ " .

inétrucgg{: ’ , . e,

'y
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Volunteers are encouraged to develop
greater understanding of self as a
step in developing skill~in building
a helping relationghip, One tech-
nique and tool for increasing self-
awareness 1s the Life Style Indi-
cator, used by the Dade County
School‘leunteer Program during its

. . orientation workshops.
N =%
<
/ .
-/
L7 an
; -
/
W.'rr/i—f - . .
i
' .t
A " :
\
* A
1
o
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' DIRECTIONS:

LIFE STYLE INDICATOR

This questionnaire consists of 8 statements of opinions
or feelings. For each numbered statement in the stale-
mentt colum do the following:

L.

2.

Select-the response which is most near your own
feelings and circle the corresponding letter

under MOST in the Response Column.

Select the response which is least near your own
feelings and circle the corresponding letter under

% V%EASi in the Response Column.
For each statement you will have circled 2 different
letters in the Response Column. There are no right
or wrong answers, and your first reactions is desired, .
STATEMENT COLUMN RESPONSE COLUMN
. Most Least
1. In "new" situations 1 Lec my accions be bca bca
guided by:
. my Own common sense,
.b. those who are in a position of res-
ponsibility. -
c. my colleagues or close friends.
2. I especiall; rtry to avoid: b ca bca
a. not being myselt,
b. going against tradition.
c. not checking with others similar to
- myself. Y
3. I grow and progress best in this world by:fc a b cab
a. finding out what I want to do most. ¢
b. finding out the way things ought to
be done. _
c.  finding out what others want to do
" and comprising.
4. I try *o treat others: cab cab
a. individually. -
b. politely,
n c. as I would like to by treated.
o T
ERIC LA \
i Provded by enc| -
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' STATEMENT COLUMN . RESPONSE COLUMN
Most Least
5. I am rv.apou:,iblc for my actlons tO abec aboec
a. myself.
b. those who are responsihle forime.
c. my friends v
6. 1 believe that what this world needs ab e abec
more of is:
a. those who do thelr own thing.
b. those who respect law and order.
Lt those who are willing to compromise. ®
It
7. The adage which {s representative of my ¢ a b “cab
philosophy is: '
a. "To thine own self by true.”
b. "It's not whether you win or lose,
but. how you play."
8. The true value of my endeavors: b ea be¢a
a. should be evident to me
immediately,
b. might take years to be
4 4 realized. R
T, should be evident when analyzed )
by others.
. s abe at e
Total number of
clrcled letters
1

- Transfer the-appropriate totals to the formulas below: "I‘he style
. receiving the highest uumber is most reflective to your feellngs.

Personalistic .Style
Formalistic Style
Sociocentriv Style

“f#of a's in MOST___(~) #of a's in LEAST(+) B8
#of b's in MOST ( J #of b's in LEAST(+) 8
fof c's in uOST (~) ftof c's in LEAST(+) 8

°

o

4

"

ERIC .. s :
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LIFE STYLE CHARACTERISTICS

To determine the zharacteristics of a particular

DIRECTIONS:

life style, read the catégory on the left and
follow it across tc¢ the column headed by the
selected style.

t +

CATEGORY PERSONALISTIC FORMALISTIC SOCIOCENTRIC
\ ? . .
Is spurred to tiimself Authorities Assoclates

actlon by:

Allows actions to
be tontrolled by:

Self Control

.

Rules, Laws ',
and rewards

Interpersonal
commitments

" Feels responsi~
bility lies 1in:

Self

Persons of
Authority

Colleagues and
peers

Grows personally
by:

Beccoing more
aware of self

Following es-
tablished order

Communicating

with others

Views otherd as Individuals Members of Equals

) . Soclety
Strives for goals Express himself Comply with = Produce harmony
which: : tradition o | and agreement
Tries to avoid:™ Not being bim- Doing the Being digferent

self

wrong thing

Focuses attention
ont’

Present

.

Distant future
and distant
past

‘Near future and

near past

O

RIC
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"LISTEN-TO-CUILDREN" WORKSHOP ‘
February 27, 1973
.,
Time Topic Technigue Tool
\ .
1’ . Warm Up a. Unabashed pralse a. Elementary Counsclors
b, Pie graph - b. Volunteers' responses
volunteer time
. 4
9 2. How Tan we a. Voluntary sharing [ a. Volunteers' responses
30'(15 get kids b. Mini-talk b. Resource person -
< {10 to talk? ¢. Total group Jack DPresley
‘discussion c. Volunteers' responses
. 03 3. What Kind of 4. Voluntary sharing | a. Volunteers '/res;;onses"
30'(13 talk can we b. Mini-talk b. Resource Person
(10 expect? c. Total group dis- c. Volunteers' responses
: cussion I '
30' 4 wh.ut épecific Small group Vplunteers' responses
situations discussion led by
have puzzled one of our
or chaltenged volunteers . N
you? N
M L
. \ .
10! 5. What next? Small groupé\ Voludteers' responses
\
10" 6. Wind-up Total group Reports from small
sharfng \ groups
s \
\
: \
- . . R \\
\ )
\
1

Q ' | |
|
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.\_ SCHOOL VOLUNTEER PROGRAM

LEADE

RSHIP

September 19, 1972

TRAINING WORKSHOP

Tiwme Topic Technique Tool
8:30 - 9:00 Registration & Sign in Tables Name Tags
Coffee (Individual) .
9:00 -~ 9:10 | Welcome and
Introduction Presentation .
(Entlre group) | Lecture -~ Dr., J. De Church
9:10 - 9:40 wWho Am I7 Questionnaire Life Style Indicator
(Individual)
9:40 -10:00 Why Am 1 Left-right, Participants' responses
- here? front back,
sharing
(Small groups} .
Where do you .
10:00 -10:20 fic in the Viewing Slide/tape set
school vol- (Entire '
o unteer program? gToup)
(Overview)
10:20-10:40 | How far has the
L school volun- Presentation Lecture
teer program (Entire
come? (History Group)

and goals)

B}
a

10:40-11:15

What has already

O

ERIC

R A i text Provided by ERIC

been done? Presentations
(County-wide (Entire
Groups) Group)
(Materlals: . .
handbock Viewing "V'' & Follow-up forms
stuffers.,bbok- (Entire
made film) Group) -
71



2

Time

Topic

Technique

Ttool

Ll:a1s-11:30

What will happen
this afternoon?

\\
Presenttion
(Entire NrouP)

Chalkboard

(Lunch)

12:30-3:30

What will [
be dofng?
L. Recruiting
& Promoting
2.Interviewing
& Placing

txploration of)"
each topic 15')
report + 5')
listen ) 3!

Planning) 30

Your Volunteer Program
Mavy Swanson

and «
3%BVF Leaders' Handbook
Y3 area Specialists)

J.Keeping for our)
Records own school)
Participant ideas
(SchooN Pairs)
'
N
\\\\
: e
2
N
7.
R

<
ERIC
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SCHOOL VOLUNTEER P ROGRAM
LEADERSHIP TRAINING WORKSHOP
. September 20, 1972 '
Time Topic Technique Tool
8:30 - 8:45 MaterialS‘;pickup'—'Sign—-in—Tab—les Selected modules
N and coffee {1ndividual)
B:45 = 9:00 | Wnat else will [
be doing?
Training volunteer
and teachers N »
9:00-9:10 "Following Respond to Handout Sheet .
Directions' handout !
(Indi{vidual)
9:10-9:30 What are the Viewing Huston slide/tape ‘
characteristics (entire '
of the training group)
dateriais?
9:30 -11:30 | What information Walk through sHOduleS:
do the training appropriate 1. Using Servieces_of School
N modules contain?  module 2 Volunteer Program for
(small groups) School Volunteer Resource Person
2. Becoming a School Volunteer
. for School Volynteer Chairman
T
LUNCH
12:30-1:30 How can 1 build  Walk through |Module:
a positive commu- (4 small Building 1-1 Relatfon
nication network? groups) Objectives 4
act 1: oral {Coordinater and 3 Area
. reading Speclalists ) !
Act 2:Indiv-
4 idual reading,
Act 3: discussion - I
o ' T
ERIC 8 ‘
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Time

Tople

Technique

+ Tool

1-30-2:00 Can T really Take post-assess- Training Record
apply my ment and be pre-
knowledge? . pared to role !
playing any 2.
(4 small groups)
by appropriate
job description)
2:00-2:30 How do’others Role playing any (Parcicipants)
react? 2 from your group
(Entlre group)
2:30-3:00 What have I Respond to handout "Workshop Evaluation
learned? Form <
[
]
\_‘I
\
Qo .

ERIC
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APPENDIX

FORMS FOR EVALUATING
A
SCHOOL VOLUNTEER PROGRAM *

-



- Title of Evaluation Forms ) Page

!

Volunteer Competency Rating Scale « v v v v v v v v v v v 0 o 77

Feedback Sheet--Voluntecer Edu'c‘;;tion Module .« « v v v o v v 0 84
Ly
teitude Questionnalre o o o v .. 87

- Listen to Chlldrsn'fi’r.ngrum—"._
o ot £
. “

PR
Volunteer'sdFvaluation .50 v o v v v vvv v w e e w0 e 90

. et ;
v . . . .
w~Student Volunteer Evaluation Form . -0 v v . v v v v v v v v o 96
‘:\\ - N o T LT -
‘

¥, Satisfaction Questlonrféire For Teachers « « v v « v v v o v v v 99
. b M

“PrincipaI/Teacher/Vol_"}ihneer Affective School
Volunteer ModeldIndex . « . « ¢ o v ¢ v 000w e e 104

A




N EVALUATION FORM TO BE
COMPLETED BY SCHOOL VOLUNTEERS

School Volunteer Program
Volunteer Competency Rating Scale .
. .

As part of a .elf-awareness program for the voluateer, and as 5

means of identifylug aceds for training voluanteers fof special

skills, volunteers are asked to check themselves on a self-rating
This competeacy

sheet, the Volynteer Competency Rating Survev.
survey tdentlf¥s skili arcas in terms of bastc volunterr skills,
basle technical skills for supporting the instructionai program,

and basic interpersonal skills, "Trafning programs for individual

or. #roups of volunteers may then be planpned based on needs
,fdentiffed by voluntcers themselves la this self-rating survey.
/ 2 N \
a
. .
I
N
i s
[
» /I’
* !
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FORM OK EVALUATION
OF
PROGRAM MATERIALS

School Volunteer Program
Feedback Sheer—--Voluntecr Educatlon Module

Materials that arg duvulopl-d {n a school volunteer program fo ,
. recrultment, promotion, training, and reportlng, are most effec-

tivelv evaluated by those persons who have used the materials,

I[n the Dade County (Mlaml) School Voluntecer Proyram, evaluacion

of the tralalng packages, called a "volunteer education module,"

ts fed back to the central office as a basts for decisfon-making )

Lo the future useior revision of existing materfals, Multi-level

feedback {s obtained from administrators, school staff, volunteers,

and students, - L

O
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FEEDBACK SHEET

VDLUN'I'EER EDUCATION MODULE

MODULE TITLE: . .

PARTICIPANT: ) - N )

Pi;SITlDN: Regular Volunteer __ Student Volunteer _ Teacher _
A_rlmlnistrator i Volunteer Resource P-:'rsun.

Volunteer Chairman

SCHOOL:

CLASSROOM LEVEL: Elemcutary Junlor High Senior High " Other

S UBJ4E CT SPECTIALLTY:

DIRECTIONS:  “Obtaln or make a copy of this FEEDBACK SHEET, then circle the
@ ' number which best indicates vour reaction to each question.

' Have the School Volunteer Resource Person sign in the space
provided to verifyv vour satisfactory completion of this
module's objectives. '

L
. -t : NO YES
1, Were the objectives to be achieved clear to L 2 3 4 5

, vou before vou began working?

‘ . : . .
2, Are sufficient instructional activities and/er i
resources included to meet objectives?

o
W
=~
W

-

3. Are the vesources an cffective wmeans for 1 2 3 4 5
changing volunteer behavior to meet the
objectives? 3

4., 'Is a system provided for on-going feedback as 1 2 3 4 5

' to vour own progress in mastering the objectives? .

5. Are alternate aftivities included-to provide for | 2 3 4 5
differences .in volunteer Jearning stvles? -

6. Does the module make o contribution to develop- | 1 2 3 4 =5

ing. relevant volunteur competencies? S

7. Does the module appear to be a mere effective Vo2 3 4 5
way to spend volunteer training fime than alter-
nate strategiecs vou are aware gf?
8. Is the material well organized and readable? J 2 3 4 5
9. Does it contribute to individualizing instruc-® 1 2 3 [

tion? . .

ERIC
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Are the AV components free from anditory and
visual difficulties for regular classroom
use?  (Answer when question Ls applicable to
particular module,)

L. What changes would vau suggest for Improviug

12, What changes would vou suggest for fmprovine

174 -WHnl changes would you soggest for lmproving

4. What changes would yvou suggest far lm;ruvlng
?ucrlnns of the module?

15. What changes would vou suggest Tor meeting t

who have virving entering abilities and back

16. What suggestlons would vou make for motivatl
administrators to use the Modules to {mprove

%o

-
i

B

the objectives?

the resources?

the activities?

|
v Lhe pre and post assessment
|

he needs of participantsg
grounds?

ng other volunteers/teachers/
wneir skills?

NAME OF PARTICIPANT:

has satisfactorily

completed the objectives of this module

Signature of School Volunteer Resource Person

RETURN THIS MODULE AND THE FEEDBACK SHEET T0:

School Volunteer Program

Dade Couniy Public Schools : or
1410 N. E. Second Avenue, Room 210

Miami, Florida 33132

Q
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FORM FDR EVALUATION OF
SPECTAL COMPONEMT WITHIN THE y
SCHOOL VOLUNTEER PROGRAM .
——

School (ol teer P/'rfopraﬁn

listen to Childeen-Propram
Attirude Questionnalre

Both subjective and objective data are obtained from all levels
of persons particeipating in the special "Listen to Childten"
program within the total School Volunteer Program. Evaluation
of the threc aspects of (1} training component’s, (2) schaol-
level considerations, and (3) the role of the listener provides
the program admin{strator with facts and attltudes on which to

base J{uture program expansion or curtallment.’

ERIC
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- PLEASE RETURN TO: N‘inc_v Co'upu;-r, School Volunteor Program via U. §. Mall
or School Mafl A-1

L ISTEN=TO-CHILDREN PROGRAIN
ATTTTUDE QUESTIONNATRE

"POSITION:  (check une)

Listener _____ Counselor School Administrator Teacher
DIRECTIONS: Read cach statement and declde how you feel about it.  Then
circle the number which most nearly corresponds to vour fecelings. Finally

Ytdenctfy some spectfie reasons for vour ratings fn the section marked
"because"”.

' Strongly Strongly .
TRAINING COMPONENTS: Disagree Agreac
1. = The 4-hour pre-service training scssions 1 2 3 4 5

are a valuable part of the tralning

program. Because:

. N )
2. The monthiy feedback sesslons are a 1 2 3 4 5
valuable part of the tralning program. .
. Because: .
f
) .
. Log
3. The school-level orientation by the 1 2 3 & 5
counselor and/or school administrators
B is a valuable part of the tralning R
program. '
Y
3 : . -
- ‘\
SCHOOL-LEVEL CONSIDERATIONS:
Q . S .
4, The llsteners are, regarded by cthe facultv 1 2 3 4 5
as a contriburing.mémber of“the total ‘
school team. 5 . Because:
."7 -
Q ' )

“ . " “



i
Listen-To-Children Program
Att{tude Quuest{onnaire
Page 2 .
Strangly Strongly
. Disaprece Apcee .
5. ° The listeners are reg .u‘de by the 1 2 } 4 5
© 7 administrators of the school as a N
contribut ing.member of the total Hecause: | ;
schivol team. :
6. The taciffities at the school are 1 2 3 4 3.
adequate for the needs of the ‘
listeners., : Because:
, <
THE ROLE OF THE LISTENER: ) . -
7. The ligteners helped meet a definite ﬂ. 1 2 3 4 5
need in the schools, s
Because:
. ’ . 2 N
8. The listeners were able to establish a ! 2 3 4 5
e satisfactory relationship wich the N
- students. Because:
l ‘ e
9. The listeners affected the bshavior of I 2 3 4 5 .
the students in a positive manner. .

Because:

¥

-7What changes “would you suggest for improving the program? (Write answer onhbauk)

. : -. o
What suggestions would you make for motivating others to Pdrtlflpdte as
1isteners’ (WTILE answer on back) i :

EMC ' 89 | | :
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EVALUATLQY ?ORM USED BY VOLUNTEERS

To RATl EFFECTIVENESS OF TOTAL
\'QLHOUL VOLUNTEER PROGRAM .
s v S

Schooul Volunteer Prowram
Volunteer's Evadluation
-—

-

As part of\thu vvaludt[on process, volunteers are requeated
to rch?the etfectileness of thi seveval (umponents of the
;vnlungéer program on a scale of one to five, Area% rated
4 are ;hu @Lqual or[entntion program, local aLhool ovientation,
'rafning program, recruitment, dnd reaction to wﬁrk[ng in the

- school,

f
( _ N
H
¢ . \\\\\\\\ N -

/ : ’\ .o

l ) E ) ) "
- Q v . N 9 \
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b3



SCHOOL, VOLUNTEER PROGRAM
VOLUNTEER'S EVALUATION

The Scheol Volunteer Prowram of the Dade County Public Schools wants to use
the ideas of its volunteers to change, modify and improve the program. We
ould sincerelv appreciate vour taking time to respond to the statements on
this sheet so that vour opinions and ldeas can be included in planning rext
year's program. Please return the completed form to: School Velunteer
Program, Schoel Marl Code A~1 or 1410 N. E. Second Avenue, Room 210, Miami,
Florida 33132.

Sincerely,

Audrey H. Jackson
Coordinator of Volunteer Services

NAME (OPTIONAL) DATE

AGE (OPTIONAL) SEFe F M LENCTH OF SERVICE AS A VOLUNTEER THIS
YEAR

NAME OF SCHOOL CENTER WHERE YOU WORKED

TYPE OF VOLUNTEER JOB YOU PERFORMED

DID YOU PARTICIPATE IXN THE SCHOOL VOLUNTEER TRAINING PROGRAM?

PLEASE RATE THE FOLLOWING ASPECTS OF THIS PROGRAM BY CIRCLING THE APPROPRIATE
NUMBER, IF THE ITEM DOES NOT APPLY TO YOUR SITUATION, PUT AN "X" IN THE BOX
LABELED "INAPPROPRIATE".

Paor Excellent Inappropriate

1o
w

1. Recruitment Procedures Used by 1 4 5

School Svstem for Volunteers.

2. Training Program Provided 1 2 3 4 5

3. Céoperation of School Volunteer 1 2 3 4 5
Staff (Coordinator & Secretarv)

4, Cooperation of Principal 1 2 3 4 5

S. Cooperation of Volunteer Resource 1 2 3 4 5

Person
6. Cooperation of Teachers 1 2 3 4 5
7. General Recepticn at the School 1 2 3 4 5
) Center

00000000

~
w

“f""ning for Volunteers by the 1 2 3

ERIC" o
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School Volunteer Provran
Volunteer's Evaluation

Pape 2

9. Revounttion of What the
Volunteer Accomplisnes

10, Procedures Qutlined by the
School for Volunteers to Follow

11, Gueneral Reception by the
Students

12, Publicity (Dissemination of
Information) on This Prosram

13, The Overall Effectiveness of the
Program in Helping the Youth of
Dade Countv in the Areas Outline
bv the Propgram

14, Do vou intend to participate again next

YES NO

d

Exvellent  Inappropriate

[

Puor
! 2 3 4 5
1 2 3 4 5
l
1 2 3 4 )
1 2 3 4 5

.
O 0o

school year as a volunteer?

ANY FURTHER COMMENTS OR SUGGESTIONS YOU MAY HAVE ARE MOST WELCOME. ADD THEM

BELOW.

ERIC
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EVALUATTON FORM USED BY
BUSINESS/INDUSTRY VOLUNTEERS

School Volunteer Program
Eastern Air Lines Volunteer Evaluation

Corporate/industry involvement in the School Volunteer Program
is evaluated by those volunteers representing different segments
of .the business community. Areas rated are the publicity and
recruitment procedures, orfentation programs, and cooperation at
the local school staff, volunteer staff, and students.

o
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SCHOOL VOLUNTEER PROGRAM
EASTERN ATR LINES VOLUNTEER EVALUATION

The School Volunteer Program of the Dade County Public Schools sincerely
appreciates the time which has been given to the students of our system by
the Eastern Voiunteers doring the past months.  We would like to use vour
ldeas to change, mod{fy and Improve the existing program. We would appre-
clate vour taking tine to respond to the statements on this sheet so that
vour opinfons and ideas can be included in the planning for next vear's
program. Please return the completed form to:  Sehoel Voluntueer Program,
Dide County Public Schools, 1410 N. E. Sccund Avenue, Room 210, Miami,
Florida 33132, Thank vou in advance for your cooperation.

Audrev Juckseon
Coordinator of Volunteer Services

NAME (OPTIONAL) DATE:

ACGE (OPTIONAL) SEX: F N LENGTH OF SERVICE AS A VOLUNTEER THLS
YEAR

NAME OF SCHOOL CENTER WHERE YOU WORKED:

TYPE OF VOLUNTEER JOB YOU PERFORMED:

DID YOU PARTICIPATE IN THE SCHOOL VOLUNTEER ORLENTATION PROGRAM?

PLEASE RATE THE FOLLOWING ASPECTS OF THIS PROGRAM BY CIRCLING THE APPROPRIATE
NUMBER. [IF THE ITEM DOES NOT APPLY TO YOUR SITUATION, PUT AN "X" IN THE BOX
LABELED "INAPPROPRIATE'.

Poor Excellent Inappropriate
l.  Recruitment Procedures Used by 1 2 3 4 5 E:]
Eastern & Dade County Public
Schools
2. Amount and Type of Orientation 1 2 3 4 5
Provided by Community School
3. Cooperation of Community School 1 2 3 4 5
Director
4, General Reception bv the School 1 2 3 4 5
Staff

5. General Reception by the Students 1

6. Planning for Volunteer by the 1 2 3 4 5
Community Scheol Staff

O oo o od

7. Facilities Provided for the 1 2 3 4 5
Volunteer to use at the School

O
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chool Volunteer Program
astern Afr Lines Volunteer Evaluatton

age 2

Poor Excellent Inappropriate '

3
(=3

8. Explunatlon vf the Program by i
the School Volunteer Coordinator

4 3

9, Follow~up Provided bv Eastern 1 2 3 4 S

10, Ppublicity (Dissemination of 1
Information) on this Program

11, The Ides of a Corpurate-Public 1
School Effort Using Volunteers
to Enrich Education

s
w
o~
w

12, The Overall Effectivencss of this 1
Program in Helplng the Youth of

Dade County in the Areas Outlined

by the Program

U 0D O0OooD

[
(%)
Ead
w

13, Would vou participate again in this program if it continued next school
vear? YES NO

t4, On the whole, has vour experience with this effort been a rewarding one?

YES N

ANY FURTHER COMMENTS OR SUGGESTIONS YOU MAY HAVE ARE MOST WELCOME, PLEASE
ADD THEM TO THE BOTTOM OF THIS FORM,

ERIC .
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EVALUATTION FORM COMPLETED BY
CLASSROOM TEACHERS UTTLIZING COLLEGE STUDENT VOLUNTEERS

Schoel Voluntevr Program
Student Volunteer Evaluation Form

students in higher education, at the senior high schoel, college
and unfversity tevel, often perform volunteer service to the
schools as purt of their field experience, or for three hours of
college credit in education or soeclolopgy., Classroom teachers
who utilice the services these student volunteers complete the
Student Volunteer Bvaluation Form to help the sending education
fustitut fon and the volunteer program assess the total contri-
but ion made by these students,




SCHOOL VOLUNTEER PROGRAM
STUDENT VOLUNTEER EVALUATION FORM

Psycholowv-Educatton Dupartment Frederick Baldwin
Miami-Dade Community College Coordinator

11380 ¥. W. 27 Avenue ‘

Miam{, Flovida 33167

Education 280--Educational Service Laboratory

Rating Symbols: 3 = Commendable, 2 = Adequate, 1 = Needs improvement,
0 = Does not apply

Name and Student Sumber

Term Enrolled (Sequence Number)

School Address

Cooperating Teachur(s)

A Personal Aspucts )
xfzenal Aspects

. Appearance
: Health

1

2

3. Emotional maturicy
4y Speech

Sacial sensit{vics

5
6. . Originality
7. Resourcefulness

3., Adaptabilicy

9. Sease of humor

B. Basic Technical Skills for Supporting the
Instructional Program

1. Can prepare and handle instructional materials
as directed bv the teacher

2. Can use librarv resources to assist students
and teachers

3. Can prepare the physic:l environment for
implementation of teacher's plans

4. Can perform clerical tasks assoctiated with
his duties

c. Basic Interpersonal Skills for Supporting the
Instructional Program

1. Can communicate effectively with teachers in
his instructional setting

ERIC 97
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School Velunteer Program
Student Volunteer Evaluation Form

Page

}
2 1 0
2. Can acvept and communicate ef fectively with
students at thelr individual level of develop=
ment
3. Can accept and respond to varving social,
cultural, and language backgrounds of students
and adults
4. Can assist students to develop appropriate
behavior and positive self-discipline
5. Can protect the physical safety and general
well-bueing of students with whom he works
[N Can plan for his own professional growth and
development
Special Knowledge and Skills of the Area of Assignment
L. Can implement the teacher's plans as approprlate
to special subject area content
2. Can implement rhe teacher's ptans as appropriate
to the level of scudents involved
3. Can use the materials and audlo-visual media
related to the area of his assignment
4, Can implement the teacher's plans as related to
special learning problems or disabilities of
students
Additional comments:
Recommended Grade -

O

ERIC
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Teacher's Signature

Date
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EVALUATION FORM USED TO OBTAIN
TEACHERS' OPINIONS ON CONTRIBUTIONS
OF SCHOOL VOLUNTEERS TO TEACHER
JOB SATISFACTION

School Volunteer Program
Satisfaction Questionnaire for Teachers

As part of the wevaluation process in the Dade County (Florida)
schools, teachers are asked to respond to a questionnaire for
information on how the volunteer's services contributed to the
teachet's job satifaction. Teachers' opinions are sought on
the value of services performed by volunteers on their own
teaching job,

O

ERIC 99

Aruitoxt provided by Eic:



E

Febroary 1, 1971}

MEMORANDLUNM

TO: Teachers Who Have Utilized the Services of o School Volunteer in
North Central, South Central and Northeast Arcas

FROM: Audrev Juckson, Coordinator
Volunteer Scrvices

SUBJECT: MEASUREMENT OF THE EFFECTIVENESS OF VOLUNTEERS DURING THE 1972-73
SCHOOL YEAR '

During the past school year the Schoel Volunteer Program has worked to initiac
a structured program that would provide the maximum amount of services to
teachers and other staff members In the school as thev performed their role of
helping children achlieve an effective educational program.

The staff of the School Volunteer Program i3 preparing a report for the State
Department of Education on the activities of the program duriag this past vear
Since we feel that the teachers are among the most important participants in
the program we would like vour reactlon to ten questions pertiining to the use
of volunteers.

Even though we realize that your time is limited and overextended, wu would
sincerely appreclate your cooperation in completing this form and returning
{t in the school mail to the School Volunteer Program. DO NOT LIST YOUR
NAME. When vou have completed the form, merely fold and stable it., Our
address is printed on the back and will show when folded and stapeled.

If vou are interested in reading the overall report when it is finished July 1
1973, vou may contact ynur School Volunteer Resource Person and request a copy
from the Area Specifalist {n vour Area, or call the School Velunteer 0ffice,
350,3732 and request a copy

We appreciate your cooperatfon and thank vou again for helping us to effectivel
fnvolve our community in the school.

AD/bb

o 100
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SCHOOL VOLUNTEER PROGRAM
SATISFACTION QUESTIONNATRE
FOR
TEACHERS

Do vou feel that centributions made by a school volunteer working with
the students for whom vou are responsible has Increased the effective-
ness of vour instruction this wvear? If ves, explain how,

Has the volunteer bheen able to appreciably assist veu in performing vour
dutfes to the extent that vou were able to achieve a greater degree of

sarisfaction in accomplishing the objectives vou set for vourself as a
teacher?

3. I[f vour answer was "ves" to number 2, state how. If vour answer was
Hn "

no", please state the reasons which vou feel prohibited this cccurring?

Are vou genecally in agreement with some people's opinion that a volun-
teer who offectively helps students achieve hipgher goals in academic
areas will indirectly increase the teacher's job satisfaction because
the teacher's *:~e will be less taken up with remedial activities? 1If
vou feel this wav,

"ves", cxptlain

ERIC
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School Volunteer Program
Satisfaction Questionnaive for Teachuors

Pauv

5.

6.

O

ERIC
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In vour opinfon, is there a polnt of diminishing returns when a teacher
his more than one or two volunteers to supervise as they work with his
students?  Or, sald another wav, does the supervisorv time required for
volunteers decrease the effectiveness of having extra help {n presenting
Instructional activities when more thuan two volunteers are working with
one teacher!? Explain vour aunswer,

Do vou feel an increased amount of satisfaction in knowing that vou are
providing 1 more individualized program of instruction through the
assistance f school volunteers? If "ves'", list one way in which volun-
teers have assisted you to Individualize instructlon.

Do vou generally feel & greater amount of satisfaction from teaching
with the assistance of volunteers who have skills that vou have not been
able to glve personally to the students (woodworking, music, demonstra-
tions, speclal interest presentations, etc.)? Explain your answer,

102



chool Volunteer Program
atisfactlon Questionnalre for Teachers
age 3

. Generally speaking, do vou feel that volunteers who are qualified to
substitute and can provide "release time'" for pilanning staff develop=-
ment actlvities contribute the most fmportant i{tem toward lncrelslng
teacher Job satisfaction? Explaln your answer,

9. In your opinion, what {s the single mest important thing which a volun-
teer has done during this past year to vontribute to your overall job
satisfaction?

10, Being nerfectly candid, do vou feel that school volunteers plav any part
at all Ln the overall picture of a teacher's job satisfaction? Fxplain
your answer.

ERIC
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EVALUATION FORM USED T0O MEASURE
EFFECTIVENESS OF RECRUITMENT AND
TRAINING PROGRAMS

School Volunteer Program
Principal/Teacher/Volunteer Affective
School Volunteer Model Index

Recruitment and trafning of volunteers are the keys to the success
of the school volunteer program. To obtain overall evaluation of
the program, the attitude of the three groups of people directly
affected by volunteer recruitment and training ls measured by use
of a five point Likert type scale of strongly agree to strongly
disagree. Analysis of differences toward the program components
among principals, teuachers and volunteers serves as a baseline for
modified program direction. This instrument, developed and vali-
dated by the Dade County (Florida) schocl volunteer program, ls
{dentified as the PRINCTPAL/TEACHER/VOLUNTEER AFFECTIVE SCHOOL
VOLUNTEER MODEL INDEX.

104



Parch 23, 1973
TMEMORANDUM

TO : Participants in the School Volunteer Frogram Model Evaluation

FROM: Audrey Jackson, Coordinator of Volunteer Services
Dade County Public Schools

SUBJECT: PRINCIPAL/TEACHER/VOLUNTEER AFFECTIVE SCHOOL VOLUNTEER MODEL
INDEX

The School Volunteer Program .is in a process of conducting an evaluation, of
the methods that have been cmployed for recrultment and training of wvolun-
teers. To the best of your knowledge about these two aspects of the program,
would vou please take time to respond to each of the attached items on the
scale of one to Five (1 to 5) as indicated. Please fold and staple the
questionnaire when you have completed it and send it in the school mail to
the School Volunteer Program Office, Room 210, School Code: A-l., 1If at

all possible we would appreciate vou returning this completed survey to our
office prior to April &, 1973,

AD/bb

Attachments

O
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PRINCIPAL/TEACHER/ VOLUNTEER AFFECTIVE $CHOOL VOLUNTEER MODEL INDEX

SUBSCALE 1: RECRUITMENT OF VOLUNTEERS
. . o

he rec : z i3 48
The recruiltment of volunteers through ™ 3 [
School Yolunteer Program: g% y by * 5
VY] 9 7} I

w0 o0 = Dal e

wn g < = Q 0 Q

5 4 3 2 1

1, Made the program more appealing

2, Presented the picture of voluntarism
fairly

3. Was an aid to developing the integrity
of the program

4, Was always consistent

7
5. Was one of the best in the community

" 6. Was attractive to all agencies

7. Was progressive in its presentation

8. Inspired the respect of the community
for the school system

9. Had the support of the community

10. Was energetically presented

11. Was well presented

12, Was well organized

13. Was too idealistic

14, wWas not factual
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ubscale 1: Recrultment of Volunteers
age 2

Strongly

Agree

Agree

Uncertain
Disagree

Strongly
Disagree

r

w

=~

15, Was not necessary

16, Was too isolated from the meneral
community

17. Was appealing to all age groups

18. Stwowed partialltv to specific groups
of people

19, Exerted the wrong tvpe of image

20. Has more liabilitius than assets

21, Was a failure as a component of
the Scheol Volunteer Program

22, Showed much preparation

23. Was better than any previous recruit-
ment campaigns conducted by schools

24, Was a waste of time and money

25. Was very worthwhile

26. Was liked by almost evervone

27. Made for a better program

28, Demonstrated outstanding results
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Subscale 1:  Recruitment of Volunteers
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29. Appealed to all schools in Dade County
30, Took up to much time in the schools
31. Had many deficlenciles
32. Showed only a limited side of volun-
tarism
33. Did not really serve its purpose
34. Was malnly geared to parents
35. Was systematic
36. Increased general community support
of schools
37. Displaved a new positive side of the
school
38. Uncovered a new potentially powerful
service group for schools
39. Emerged as an {mportant part of the
program
40,  Gave much for a minimum cost
41. Was a good way to involve business and
industry
O
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ibscale i: Recrultment of VYolunteer
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F. was realistic in fts expectation
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. Had local school suppore

« Was a year~round process

5. Developed a corps of dedicated volun-
teers

Involved a lot of persenal contacts

7. Was equally appealing to all echnic
groups
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PRINCIPAL/TEFACHER/VOLUNTEER AFFECTIVE sCHOOL VOLUNTEER MODEL INDEX
SUBSCALE 2t EFFECTIVENESS OF SCHOOL VOLUNTEER PROCRAM TRAINING MATERTALS
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» Were comprehensive

Were well written

=]

3. Were practical in nature

4. Combined philosophy of voluntarism
with accepred educational practices

5. Provided built-in practice sessions

6. Gave a new approach to learning

7. Were programmed

8. Were individualized

9. Could be easily adapted to most
volunteer program needs

10. Showed wise use of money and tlme

ll. Were evenly paced

12, Were very worthwhile

13, Increased the 2fficlency of the program

l4. Provided for different learning styles
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15, Were multi-media in nature
16, Were too factual for volunteers
17. Provided little on-the~}ob practice
18. Appealed to different levels of
involvement, e.g., princlpals,
teachers, and volurteers
19. Were too lengthy
20. Were easilv understood
2l. Were clear in purpose
22, Were too hard to use
23, Had too much "supporting" materials,
. @.g., required texts, films, film—
‘strips, ete.
24, Adhered to the requirements of the
job description given for volunteers
25, Were well woreh the extra effort
26, Provided incentives for progressing
as a voluntecer
27. Had a pleasing format

[E
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28.

Were easily manipulated

2%, Provided many alternative approach to
learning

30. Showed careful preparation

31. Were applicable in both large and small
metropolitan areas

32, Permitted the volunteer to be trained
while working with students

33. Were attractively printed and bound

34. Give added statute to the School
Volunteer Progmam

35. Were excellent way to earn college
credit

36. Gave more insight into being a volunteer

37. Were confusing

38. Contained too much educational pedagogy

"39. Were not clearly written

40. Took too much time

41. Demonstrated a sjstematlc approach to
learning

Q
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FLORIDA EDUCATIONAL RESEARCI AND
DEVELOPMENT COUNCI!,

cers:
President, Samuel . cHunter
Treasurer, Robert Shafier
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Hugh Flanders, William Odom, Buren L. Dunavant, Boyd Aycers, Wendell
Kilpatrick, Frank Green, James A, Young.
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William F, Breivogel, College of Education, University of Florida
oc¢, Exec, Sect., North Florida Component:
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Alachua County
Baker Caunty
Bradford County
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Columbia County
Dixie County
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Marion County
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Kelly Brock, Superintendent
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